		V 17.05.22
Summary of Employment Details for 20__  
(Most recent to be retained on top of file)

This page constitutes a summary of information held for your file only.  Please check this then sign and return one copy.  Alternatively, please contact me to address any concerns.  

Signed on behalf of board: __________________________________ Date: ____/_________/______

	Name
	MOE Number
	

	Position
	Commencement Date
	

	Written Employment Agreement
	____ Union Member
Yes / No
	___________________
Collective Agreement
	IEA
Yes /  No

	Status of employment
	Permanent/fixed
	Fixed term ends
	

	Anniversary date
	
	Appraisal/Increment due
	

	Induction
	Yes / No
	Retirement Saving
	Options provided: 
Yes / No

	Teacher Registered number.
	
	Practising Cert due
	

	Beginning Teacher  
	Yes / No
	Tutor
	Yes / No

	P.D programme in place
	Yes / No
	 
	

	Salary Units (Not 3R payments)
	Perm =
Fixed =
	Middle Management Allowances
	Perm = 
Fixed =

	Other Allowances/Payments
	

	Salary
	Step _________________________ Paid by TS/BG/Other

	Non Teaching Employee 
	Class:
Grade:
Step:
	Hourly rate
Or 
Salary
	$

	Holiday and leave record
	Recorded Yes / No
	Annual leave balance
	

	Wages and Time record
	Recorded Yes / No
	Sick leave balance
	



Not for Permanent Fulltime Teaching Staff
i.e For Support Staff, Cleaners Caretakers and Part Time/Relieving Teachers 
	
	Days worked
	Hours worked per week

	
	
	From
	to

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday 
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Allowances (as per CA)
	
	
	

	Number of hours per week
	
	Weeks per year
	



Please sign below to confirm details, a copy has been enclosed for your records.

Employee Signature: ____________________________________ Date: ____/_________/______
