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SERS and SST Research Student Induction Workshop program

DATE: Wednesday 14th October 2009.
VENUE: EM7, upstairs, C Wing of the Natural Resources Building W055

Time Topics Content Presenters
9.00 am Welcome Assoc. Prof Peter
Clarke - HDR
Coordinator SERS
9.15am University - Overview of Program Dr Darren Ryder,
administrationand | -  University, faculty and school structures Ecosystem
services, School - University services and contacts Management
administration - School administration
9.30 am Research Services | - Candidature Dr Darren Ryder for
& HDR - Scholarships
Administration - Accurate email contact details Fiona Pearson,
- Supervision and supervisors Manager, Research
- Change of supervision Services
- IP
- Confirmation of candidature
- Suspensions
- Research ethics
- Progress reporting
- Thesis submission, examination
- Graduation
10.00 am | Library Library services for Research Students Lisa Gurney,
e-skills plus for EndNote Science Schools
Librarian, Dixson
Copyright Office Copyright issues and electronic thesis Library
submission
11.00 am | Morning Tea
11.20 am | First Aid and School expectations and policies for HDRs Dan Alter,
communications - issues Professional officer,
- equipment AG&
- 1staid accreditation & courses
- Satellite phones, UHF, EPIRBS, Mobiles
11.40 am | School support for | SERS policies on: Assoc. Prof Peter
research students - HDR funding Clarke - HDR
- Technical support Coordinator SERS
- Statistical support
- HDR workshops
- HDR conferences
- HDR email lists (RS, Faculty, School)
- Confirmation of Candidature process in ERS
- Conflict resolution
12.10 pm Procedures and forms Shirley Fraser,

- purchasing

- sundry payment form

- domestic travel, A8s & travel claims
- overseas travel approvals

- casual employment

Resource
Coordinator, SERS

1.00 pm

Lunch




1.50 pm Introduction to (a) Legislation and risk assessment; role of Daphne McCurdy,
OHS WorkCover NSW OHS Officer
(b) UNE OHS policy covering:
- lab-work
- all modes of travel
- fieldwork
- use of UNE vs private vehicles
(c) Case studies (lab, fieldwork & travel)
(d) Issues you should consider in planning your
work and managing risk (lab & field, including
using volunteers and working alone in remote
areas, boats for NMSC students)
(e) Manual handling tips e.g. loading, unloading,
shovelling, digging
3.20 pm UNE’s Fieldwork | Checklist, forms, Who does what with your Dr Darren Ryder
OHS Protocols filled-out forms, What happens if you go missing
in the field?
3.30 pm Afternoon tea
3.45 pm University Vehicle Pool operations Mark Lawlor,
vehicles - licenses and driver requirements to use UNE | Motor Pool
Departmental vehicles
vehicles: (a) what | -  booking vehicles
vehicles; (b) - vehicle requirements
bookings - rules and your obligations
- vehicle requisitions
4.15 pm Final Discussion Feedback Dr Darren Ryder &

Evaluation form

School HDR
Committee

4.30 pm

Close
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Welcomel!l
UNE

UNIVERSITY OF

SERS Research Student Induction Program

University Administration
and Services;
School Administration

Darren Ryder

UNE

UNE Strategic Plan UNE Handbook

¢ Vision:

— UNE’s vision is to be a strong research-based,
teaching and learning university delivering

outcomes in areas of strength to individuals and
society

e http://www.une.edu.au/vc/vcoffice/strategic-
plan/UNE_Strategic Plan 2007-2010.pdf

* Web-based (find under Help for Staff)
* Contains:

— history of UNE

— list of senior staff, Council

— list of all UNE policies and rules

* look for PhD Rules under List of Research Policies

Key Policies and Rules for Research
Students

List of Academic Policies

— Extensions
— Student plagiarism and academic misconduct
« List of Equity Policies

— Anti-Racism, Cultural Diversity & Sex-Based Harassment
Policies

List of Facilities Management Policies
— Environment & Sustainability

— Student Alcohol & Other Drug

Key Policies & Rules, contd

List of Information Technology and Communications Policies
— Email

List of Research Policies

— Code of Conduct of Research

— Extensions

— Handbook for Higher Degree Research Students & Supervisors (Gold
Book)

¢ Minimum facilities for UNE Pgrad Research Students
* PhD Rules

— Intellectual Property

— Plagiarism
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List of Staff, Employment & Workplace
Policies

¢ Casual appointments — Academic & General

e Children in the Workplace

* Code of Conduct

* Fieldwork

* First Aid

* Occupational Health & Safety

* Equity

¢ Smoke Free Workplace

UNE Code of Conduct

¢ General Principles
— responsibility to the University
— respect for people
— integrity and public interest
— responsive service
¢ Guide to Ethical Conduct
— isit lawful?

— is it consistent with UNE policy, in line with Strategic Plan and Code of
Conduct

— is there conflict of interest, or private gain at UNE’s expense?

— isitin public interest, would it withstand scrutiny by NSW
Ombudsman or ICAC?

Organisational Development

* 2009 Schedule of Courses includes:
— OHS
— First aid
— Presentation skills

— Conflict resolution, effective communication, facilitation
skills

— Time management, stress management
— MS Excel, Word, Powerpoint
— Speed reading

Student Assist

e Career development
¢ Counseling

* Disability and special needs

¢ Student equity
* Service quality (complaints)

* SHAPES (sexual harassment and assault peer
education support)

SERS - Six Disciplines

¢ Agronomy & Soil Science

* Animal Science

* Botany

¢ Ecosystem Management

e Environmental Engineering
* Geology

e Zoology

SERS Administration

* Head of School:
— Professor lain Young
¢ School Manager
— Frank Leayr
* Resource Office
— Shirley Fraser, Chris Cooper
¢ Higher Degree Research Committee
— Chair — A/Prof Peter Clarke

— Darren Ryder (Ecosystem Management), Glenda Vaughton
(Botany), Julius van der Werf (Animal Science), Fritz Geiser
(Zoology), Heiko Daniel (Agronomy), Shirley Fraser




Higher Degree Research

nearly EVErything a
Research Student needs
to know

Fiona Pearson
Manager
Research Services
October 2009

UNIVERSITY OF
NEW ENGLAND

In the Beginning: The
first year

® Things you need to organise and/or prepare for:
* Register for a UNE username and password

o ltis the official form of communication

0 You need it for the HDR Progress Report

and Services

« Prepare for Confirmation of Candidature
(occurs at 6 month mark fte into thesis)

UNIVERSITY OF
NEW ENGLAND

Planning Candidature

Meet with your Supervisor:

*Use the Research Degree Supervision
Agreement

*Set milestones & clarify expectations
= +ldentify Intellectual Property
*Plan
* Literature Review
« Ethics Approval if required
*Establish
* Communication frequency & methods

UNE « A good working relationship

UNIVERSITY OF
NEW ENGLAND

Key HDR Policies

* Minimum Facilities for UNE
Postgraduate Research Students

+ Confirmation of Candidature
I ° Extension Policy
| « Intellectual Property

» Plagiarism Higher Degree
Research Policy

Web link:
http://www.une.edu.au/policies/research.php

UNE

UNIVERSITY OF

NEW ENGLAND

Resources for HDR Students

Research Services
Dean of Graduate Studies & the HDR Team

*= Management of your candidature,
scholarship and supervision (from start to
finish)

= Policies, rules & guidelines: advice and
compliance

= Provision of Resources
» Development Activities
» Gold Book

» HDR Induction available each Friday
morning 9.30 a.m. in Research Services

» Postgraduate Essentials (web based

UNE information modules) — see current

students web page.

UNIVERSITY OF
NEW ENGLAND

Other Resources:

¢ Teaching and Learning Centre
o Academic Skills Office
o  Copyright
« Dixson Library
o  E Skills Plus (includes Endnote)
o Journal Articles and Databases
o Digital Repository
= ¢ International Services
o Visa Conditions
o  Orientation Program
¢ Student Assist
o Counselling Services
o  Student Equity
« School
o  Academic Supervisor
o HDR Co-ordinator
0 Head of School

UNIVERSITY OF
NEW ENGLAND




Confirmation of
Candidature:

Research Proposal

Literature Review

Ethics Approval (if relevant)
Courses

Coursework Units

Development Activities
Presentation to Confirmation Panel

O O 0O 0O o0 oo

Weblink for current students:

http://www.une.edu.au/research-
services/pgstudy/currentstudents/index.php

HDR Progress Reports

* Online — notified by Email

» 6 monthly (only after confirmation)
§ + Tracking academic progress

S - Assists you (if you require
suspension or scholarship)

» Obligation of Students &
Supervisors

» Part of Scholarship and Sponsor
Conditions

Scholarships

Scholarships are available for both
international and domestic students,
= funded by UNE, Government or externall
# organisations.
Types of scholarships available:

e Tuition Fees

e Living Allowance

e Conference Travel

¢ Research Costs

Check the HDR Scholarships website:
http://www.une.edu.au/research-
services/pgstudy/scholarships

Variations to Candidature

Research Services manages all
aspects of your candidature (not
¥ Student Services):

W *Extensions/Suspensions;

*Changes of status i.e. part time to
full time;

and
*Changes of Supervision

Research Ethics

Who needs it? — You might!

m Researchers undertaking research
¢ involving:

= Animals

= Humans

require ethics approval prior to
data collection. Legislative
requirements govern activities.

If you are unsure if you need ethics
approval, contact Research Services

Publishing/Developing a
Track Record
Why is it important to publish:

I 1. Researchers’ professional
responsibility is to disseminate
knowledge and expertise

. Get known & recognised in a
broader network of scholars
(including research students)

. Contribute to the UNE research

UNE quantum, especially according

to DEEWR criteria




Publishing/Developing a
Track Record
Why is it important to publish cont:

il 4. Career advancement &
< promotion
I 5. Peer review by experts tests the
real quality of research
6. Increase likelihood of success
in obtaining future research
grant funding.

Completion of your

Research
Submission of Thesis

= «Digital Thesis Submission now
& ™ required (rules have been
amended)

«Journal Article Format — available

Contacts:
Acting Dean of Graduate Studies

Assoc/Professor Barbara
Rugendyke

Email: dogs@une.edu.au
Phone: 5099
Manager, Higher Degree Research
Fiona Pearson
Email: fpearson@une.edu.au
UNE Phone: 2070

HDR Team

Research Degrees & Scholarships Officer
Sue Watson

& Email: swatso30@une.edu.au

¥ Phone: 3571

d& Julie Bowden, ph: 3745 (admission)
Anna Kirk, ph: 5227 (managing candidature)

Steph Hamilton, ph: 2120 (thesis submission
and examination)

. Main email: hdr@une.edu.au
UNh 1800 phone number: 1800 463 520




Kay Harman
Dean of Graduate Studies
University of New England

April 2008

Information for higher degree research
students from the Dean of Graduate Studies

Essentials for the
Postgraduate Journey

Based on presentation prepared by Professor Kay
Harman.

i Associate Professor Barbara Rugendyke has been
appointed as the:

Acting Dean of Graduate Studies

Email: dogs@une.edu.au

Phone: 6773 5099 (am only)

What is covered

The Dean of Graduate Studies’
(DoGS’) role

Important first steps

Relations with supervisor/s
‘Must know, must have’

The first year of candidature
Researching ethically

What examiners are looking for
Process of selecting examiners
Developing a track record

The DoGS’ Role

Responsible for all activities involving higher
degree research (HDR) training especially:

HDR policy development & training courses,
recruitment, suspensions & extensions,
scholarships, supervision register, thesis
examination & completions, progress reports,
chair HDR & scholarship committees, &
guidance to research students and
supervisors when required

DoGS'’ office — RS upper floor, Lamble

DDoGS website: www.ddogs.edu.au/cgl-bin/index.pl

Important first steps

Find out what Research Services offers & who is

there to help (see handout)

Attend induction programs offered by Schools
and training modules available for HDRs (e.g.
library)

Plan stages/milestones of your study up to
submission

Develop strategies for managing time

Become familiar with University rules & policies
(e.g. extensions, Confirmation of Candidature),
progress monitoring, IP & copyright issues

Get info on scholarships available
Find out when & who to contact if problems arise

Relations with supervisor/s

Don’t be shy but don’t hassle

Find out what support & resources are
available in your school & where to access
help

Talk with supervisor/s early about scope of
project to fit timeline, joint expectations, IP
sharing & copyright issues (where
appropriate)

Establish regular & suitable meeting and/or
communication times & modes

Discuss how to address any problems that
might arise during candidature

Don’t wait for problems to worsen before
acting!

‘Must know, must have’

The ‘Gold Book’ - Quality Supervision...(access on

http://www.une.edu.au/policies/pdf/goldbook.pdf)

Information on induction courses (Postgraduate
Essentials now on-line)

Faculty postgraduate guides/documents

Rules for the appropriate award, forms for
extensions, suspensions, thesis submission

Other useful websites, e.g. the Academic Skills
Office (www.une.edu.au/aso)

Support available for HDRs (see Gold Book)

What the Dixson Library offers —free inter-library
loans no longer available.

Essentials for the Postgraduate Journey



Kay Harman
Dean of Graduate Studies
University of New England

April 2008

‘Must know, must have’ cont...

Ethics procedures for clearance where relevant
(http:/vww.une.edu.au/research-services/forms)

when going on fieldwork (need A8 form — school will
help here)

Progress reports six monthly (now fully electronic
submission) — take seriously

& expectations about ownership (student owns

be aware of confidentiality restrictions on publishing)

Proper scientific writing & citation practices — see the
Postgraduate Support, UNE Referencing Guide on the

or ASO Fact Sheets

Correct procedures for insurance & travel arrangements

Rules on ownership of intellectual property & copyright

copyright if turning a thesis into publication but need to

web (www.une.edu.au/tlc/aso/referencing_style_guide.htm)

The First Year Normally involves

Choosing a ‘do-able’ topic & refining this
Liaising closely with supervisors

Planning the study, preparing a detailed research
proposal (typically basis for Ch1l)

Getting to know & review literature (start writing
this up asap)

Presenting a seminar based on the proposal
Applying for ethics approval (if relevant)
Settling into a regular work routine

Finding out about examination process and what
examiners are looking for

Confirmation of Candidature

Researching Ethically

For any research involving human or
animal participants, it is the responsibility
of the researcher to ensure that ethical
clearance has been obtained from the
relevant UNE Ethics Committee
(Committees meet monthly - dates are on
the website)

At UNE, the policies, guidelines and
application forms for ethics clearance can
be downloaded from the same website

What examiners are looking for

UNE Information for PhD examiners:

Does the candidate show sufficient
familiarity with, and understanding of, the
relevant literature?

Does the thesis provide a sufficiently
comprehensive investigation of the topic?

Are the methods and techniques adopted
appropriate to the subject matter & are
they applied suitably?

Are the results set out clearly & logically &
accompanied by adequate exposition &
interpretation?

Are conclusions & implications developed
appropriately & linked clearly with the nature &
content of the research framework & findings?

thesis of a suitably high standard?

Does the thesis as a whole constitute a
substantive original contribution to knowledge in
the subject area with which it deals?

University of Melbourne — ‘It is a careful, rigorous
& sustained piece of work demonstrating that a
research “apprenticeship” is complete & the
holder should be admitted to the community of
scholars in the discipline’

Is the literary quality & general presentation of the

What examiners are looking for con..

G E

UNE
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Process of selecting examiners

A list of potential examiners should be

discussed with supervisors & HoS at least 3
mths prior to submission (see letter that goes
out to HDRs & supervisors 6 mths before

submission)

Doctoral — 3 examiners (2 must be external) &
1 reserve; Masters — 2 examiners (1 external)
and 1 reserve

Examiners must have recent research
publications (in the last 5 yrs) & at least 1 has
supervised & examined theses before

Examiners must not have been involved in
supervision or offered substantial help during
candidature

Essentials for the Postgraduate Journey

N



Kay Harman

Dean of Graduate Studies

University of

New England

April 2008

Output is important, not just research activity

Developing a track record: some tips

Plan for publication while still a student
(supervisor may suggest joint publication)

Make contact with noted scholars in your
field (you and/or supervisor) notifying them
of your research interests

Attend & present at conferences, workshops,
seminars & network effectively

Target highly regarded, high impact journals
& publishers in your field & note carefully
their publishing requirements

Go for quality — avoid danger of publishing
too much of low quality

Developing a track record cont..

Of Key Importance

Take some time with finishing touches

If asked to make revisions, take up the
challenge

If article is rejected, take on board criticisms
—possibly in arevised form it could be
submitted elsewhere

When published, circulate copies of
publication far & wide to interested readers
(easy if in PDF format)

Can submit publications as part of a thesis
(Journal-article format — see Gold Book)

Why publish? Reasons include:

Developing a track record cont...

A must for an academic career — Australian
academics are required to spend 40% of their
work time on research and scholarship

Researchers’ professional responsibility is to
disseminate knowledge and expertise

Get known & recognised in a broader network of
scholars (including research students)

Contribute to the UNE research quantum,
especially according to DEEWR criteria

Career advancement & promotion

Peer review by experts tests the real quality of our
research

UNE

15

Getting established in publishing cont...

Take care with books or monographs to:
be sure you can finish the work

make sure you decide who will be your
main target audience or market

select who will publish —it's a good
idea to make inquiries of more than one
publisher first up

16

UNE

Finally and importantly ...

Best of wishes for a hassle-free,
productive and stimulating
postgraduate journey, not to
mention a timely and high
quality completion!

G E

UNE

Essentials for the Postgraduate Journey



Higher Degree
Library Resources & Services

Lisa Gurney

Liaison Librarian
Environmental & Rural Science
Science & Technology

~ 1

Improve your research skills

= attend Advanced Skills for researchers
classes
5 modules - book online

m try eSKILLS Plus

= familiarise yourself with specific databases

Borrowing privileges

Graduate students (Honours)

m 20 items

m 28 day loan period

= 3 renewals

m Subject to recall after 2 weeks

m familiarise yourself with Renew Items
from the Library page

1

What can the Library do for you?

m Appointment with Liaison Librarian
m Interlibrary loans

= EndNote

m Research guides pages

m Visit the Library Services page for
Postgraduates

~ 1

Borrowing privileges

Higher Degree students — Masters and
PhD

m 50 items

= 91 day loan period

m 5 renewals

m subject to recall after 2 weeks

Ml EOEE P

InterLibrary Loans

m $ available for ILL

m register first and hand in to Service
Desk in Dixson Library

m Make requests using online forms

= free to all PhDs & Research Masters
(66% research)

m graduate students eligible but will be
charged $12 per item




1

National Borrowing Scheme

All university libraries in Australia
participate

m proof of enrolment
m photo ID

m Dixson Library will refund up to $25.00
of any fee levied

= limited electronic access

~ 1

E-publications@UNE

m UNE ‘s digital repository - theses are
deposited and made available
worldwide.

m Students are advised to seek
permission if including extracts of third
party intellectual property
(text/images/models).

1

eBooks
= 10 000+ eBooks

m all are in the Library catalogue

m access from Library page

~ 1

Contacts

Kim Harris - Faculty Librarian Arts & Sciences

026773 3111

Lisa Gurney - Liaison Librarian Environmental
and Rural Sciences, Science and Technology

02 6773 2209




Postgraduates and the Library

Who to Contact in the Library

Faculty Librarian Arts & Sciences
Kim Harris 02 6773 3111 kharris@une.edu.au

Liaison Librarian (Environmental and Rural Science, Science and
Technology)
Lisa Gurney 02 6773 2209 Igurney2@une.edu.au

Visit the Postgraduate Services page
http://www.une.edu.au/library/services/postgrad/index.php

What can Librarians do for Postgraduate students?

e Provide advice in performing library research and literature
reviews.

e Select appropriate databases that will assist you in researching
in your subject area.

e Search online databases not widely available to the UNE
community (eg pay-per-view indexes like British Education Index
and Dissertation Abstracts).

e Provide advice on interlibrary loans (document delivery) and
reciprocal borrowing privileges at other university libraries.

e Provide familiarisation with the general layout and procedures of
Dixson Library.

e Provide assistance in using EndNote.

You are encouraged to phone or email and make an appointment to talk
about your needs.

Advanced Skills for Researchers

A structured programme for postgraduate students is offered to all Honours,
Masters and PhD students. The programme consists of six modules that
cover the following topics:

Module 1 Using the Internet for Research (1.5 hours)

Module 2 Advanced Searching of Journal Indexes (2 hours)

Module 3 Citation Indexes and Discovering Journal Impact (1.5 hours)
Module 4 + 5 EndNote — personal reference database (2hrs + 1.5 hrs)
Module 6 Microsoft Word for thesis writing (2 hours)

A timetable for this programme can be found at:
http://www.une.edu.au/library/training/advanced.php




Students who cannot attend these classes can access an online version of
the modules at:
http://www.une.edu.au/library/eskillsplus/

Notes can be downloaded and worked through at your own pace.

Library Services for Postgraduate Students

Borrowing: Honours and equivalent students can borrow up to 20
items at any one time with a loan period of 28 days with 3 renewals.
Masters and PhD students can borrow up to 50 items at any one time
with a loan period of 91 days with 5 renewals. Remember all loans are
subject to recall if required by another student.

Using other libraries: UNE participates in the National Borrowing
Scheme. Visit the library you wish to join in person, taking proof of
enrolment and photo ID. In some libraries, there will be a charge - the
agreed maximum is $50.00. Dixson Library will refund half the initial
charge in exchange for a copy of your receipt. Details are at
http://www.une.edu.au/library/services/nbs.php

Interlibrary Loans:

To register - http://www.une.edu.aul/library/forms/illrego.php
Interlibrary Loans are available to all postgraduate students. Those
enrolled in Masters by Research or PhDs are eligible for free
interlibrary loans. For others, the basic cost is $12.00 per item, (plus
GST in some cases) and there is also a service for urgently required
items. If you aren’t sure if you are eligible for free ILLs, enquire at the
Service Desk.

Submit your ILL requests using online forms:

Book loans - https://www.une.edu.au/library/loanreg.htm
Photocopies (often delivered electronically) -
https://www.une.edu.au/library/pcopy.htm

Theses: All UNE PhD theses are held by the Library. Theses from
other institutions may be obtained either by purchase or via InterLibrary
Loan. To locate other theses go to eSKILLS Plus
http://www.une.edu.au/library/eskillsplus/research/theses.php

e-Publications @UNE

UNE has a digital repository in which it is expected that theses will be
deposited and made available worldwide.

Students are advised to seek permission to include extracts of third
party intellectual property as soon as they perceive a need to include
text/images/models in their thesis.



Copyright for
Researchers

Delivered 14 October 2009 by Lisa Gurney

Overview

Researchers use copyright material

Researchers create copyright material

But first .... Some basics of copyright

What is Copyright?

Copyright is automatic protection of your
creative work.

It is a balance between rights of creators as
copyright owners, and the public as copyright
users.

Is intended to encourage creativity and allow
creators to profit from their work.

What Does Copyright Protect?

Works

= Literary Works

= Dramatic Works

= Musical Works (published - for sound recordings, see below)
= Artistic Works

Subject Matter other than Works

Cinematograph films
Sound Recordings
Broadcasts

.
.
.
= Published Editions of Works

Exclusive Rights of Copyright Owners

Things that only the copyright owner can do, or
can license other people to do.

= reproduction in a material form
= publication

= performance in public

= adaptation or translation

= communication to the public

How long does copyright last?

In General

Life plus 70
= Life of creator plus 70 years as a
general rule - for works
OR
Publication year plus 70
= 70 years from the end of the year in

which first published — for films and
sound recordings

See ‘Duration of Copyright’ — UNE
Copyright Guide.

http://fwww.une.edu.au/copyright/introduction.php




Researchers as
users of copyright
material

How Researchers use others’ ©

Copy articles to keep for reference

Collect resources in the research phase of
the thesis

Reproduce in thesis as a part of the final
presentation

Include in journal articles and other
publications

Rights of Users — Fair Dealing

You may make a fair dealing with a work or an
audiovisual item for the following purposes:

research or study (s40,s103C);
criticism or review (s41,s103A);
parody or satire (s41A,s103AA);
reporting news (s42,103B);
professional legal advice (s43,5104).

Fair dealing for research or study

copying limits
10% or one chapter of a book, whichever is the
greater;

One article from any one issue of a journal; or

More than one article if they are needed for the same
research or course of study.

NOTE: 10% rule applies to literary, dramatic and
musical works only — not artistic, not audiovisual.

Licensed material

Contract, or Licence terms apply, not the
Copyright Act

Includes ProQuest, Informit and Expanded
Academic ASAP

UNE staff and students - can generally copy
what they require for their personal and study
use, under licence conditions, but may need
permission to reproduce works in their thesis.

Researchers as creators of
copyright material




Who owns copyright?

Copyright is automatic once your work is in a
material form — no need to register

Copyright is generally owned by the creator
(author, photographer etc), but a contract can
vary this:

= Employers sometimes claim copyright

= a scholarship or funding agreement may have

a copyright clause

Joint authorship — ownership divided equally

UNE IP Policy

UNE does not usually claim copyright
ownership in research publications but....

See case studies in the Knowledge Assets

and Intellectual Property Policy:
http://www.une.edu.au/policies/pdf/knowledgeassets&intellectua
Iproperty.pdf

Dealing with the finished product

The old fashioned way

Submitting three copies to examiners:

= You will own copyright in the work you create

= Third party copyright can be included under
the Fair Dealing Provisions

m |t's possible that only your examiners and your
parents will ever see the finished product!

Here and now

Theses are submitted electronically for
marking

Research theses are retained in e-
publications@UNE - this is an open access
repository of University publications available
worldwide on the internet

e-publications@UNE

= Can raise the profile of your research

= |s considered publishing

= You own copyright in the work you create, so
you can authorise this publication (or choose
not to)

BUT

= Publications require permission from the
owners of third party copyright material if you
have used any




Why access matters

Maximum access = maximum chance of
being cited

You could be cited up to 50% times more
than if you are only published in print journals

When you publish your research paper
or put it online...

You are no longer covered by ‘fair dealing for
research and study’ exceptions

Permission is needed from the copyright
owner to reproduce more than an
‘insubstantial part’ of a copyright work

You need to get the permissions yourself

Digital Theses

When you submit your thesis to e-
publications@UNE, you will be asked if the
thesis contains any copyrighted material
belonging to others.

If the answer is ‘yes’
= You must supply proof of permissions or

= It may be necessary to hide some content
online (it can remain in the hard copy version)

If you need to use copyright material such as:
= quotes
= images
= diagrams

that are not your own.......

If you use third party Copyright

Get permission to use it before you include it
in your thesis

Ensure the permission includes deposit in
your institutional repository

If it is needed for a published chapter/ article
then get this permission too

Keep the permission on file.

Note: Quotations are generally considered insubstantial portions.
However, you must acknowledge the source. Be aware that some
publishers may still require permission.

Managing your copyright

Submitting journal articles for publication:
Journal publishers generally ask authors to
transfer copyright
If this transfer is unconditional,

= The author will be giving away their own rights
to reproduce the work

m Access may be restricted to those people with
subscription access to the journal




Retain some rights

Options for retaining rights

Before submitting your article, check the publisher’s
policy

m http://www.sherpa.ac.uk/romeo.php
Check the publication agreement

..the author retains the following non-
exclusive rights.....

c) To post a copy of the Contribution on
the Authors’ own web site after
publication of the printed edition of the
Journal, provided that they also give a
hyperlink from the Contribution to the
Journal's web site.

= Modify the publication agreement:
State that you are retaining the right include work
in your institutional repository
Attach an addendum which modifies the terms of
the agreement on your terms

= Retain the copyright and give the publisher a
‘licence to publish’

Further information

UNE Copyright Guide http://www.une.edu.au/copyright/

Copyright guidelines for HDR candidates
http://www.une.edu.au/copyright/thesis-resource.php

UNE e-repository website http://e-
publications.une.edu.au/vital/access/manager/Index

Australian Copyright Council website
http://www.copyright.org.au/

UNE Copyright Officer copyright@une.edu.au
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X i Armidale, New South Wales, AUSTRALIA
University of

New England POStgradS@Une

UNE Home / postgrads@une / Centre Information

Centre Information

The postgrads@une Computer Centre and Lounge

is available to all enrolled postgraduate students and registered users at no charge. It has 24/7 access granted
upon completion and processing of an access form. Within the centre you will find a computer room, lounge,
kitchen facilities (microwave, refrigerator, complimentary coffee and tea), a general notice board, a section
with vital information and magazines.

There are also three offices ~the Committee Office, the President’s Office and a Reception Office. We'd love to
meet you, so please come in and introduce yourselves to us as we are here for you.

For safety reasons access is strictly limited to registered users of the Centre. Under no circumstances should
you loan your access card to another person. This may result in the loss of your card and centre priviledges.

postgrads@une Lounge

The postgrads@une Lounge is used for watching our plasma television complete with AUSTAR and for social
functions.

postgrads@une Computer Centre

is on a strictly first come first served basis. The new computers are provided by Peter Flood, Deputy Vice
Chancellor Research as part of UNE’s support of postgraduate students. The printer is networked to the
computers via UNE. You will need to provide your own paper. Printing is limited to small jobs of 20 pages or
less.

postgrads@une Coffee and Tea Facilities

You will find microwave facilities next to the lounge area. Hot water is available from the tap on the wall.
Mugs, tea and coffee are supplied in the cabinets above. On the right side of the cabinets, you will find paper
plates and napkins. There is also a refrigerator. We all need to wash our dishes and clean up after ourselves as
the maid is always on holidays. <:

Functions

Dates for functions will be posted on the UNE homepage under the Events Calendar and on our webpage

www.une.edu.au/students@une.

Lockers

Lockers are located in the Computer Room. All keys were changed at the beginning of 2008. The lockers rent
for $10 per year (non-refundable) with a key deposit of $5.00 (refundable).

All personal items are the sole responsibility of the user and no responsibility will be taken for the loss of any
personal items from the Centre.

You can request a locker key for the lockers in the study room by emailing cmillis@une.edu.au.

For the safety of all users and the Centre, it is imperative that lost keys and cards are reported at once to the
Centre and Security. We would ask that you use your right of access responsibly at all times for your safety
and the safety of your fellow students. All users have the right to feel safe and secure in the Centre.

Noticeboards

A noticeboard is located in the lobby of the postgrads@une Centre where general information which may be of

1of2 iR 09/10/095:01F |



INE - postgrads@une - Centre Information http://www une.edu.aw/postgrads@une/test2/index.php

interest to postgraduate students is displayed. There is a whiteboard to write notes to each other and other
information is available next to the computer room door.

Emergency Exits

There are two exits with an emergency exit in the computer room to be used in times of emergency only. The
door in the computer room is connected to the UNE alarm system and will sound when opened and will prompt
someone to investigate the incident. If the door is accidentally opened, contact Security on 2099 immediately.
Emergency evacuation procedures are located next to the telephone table in the lobby.

In case of non-life threatening emergency dial 8 or ring Security on #2099.
In the event of a life-threatening emergency dial 0 then 000. |
First-Aid Kit

A first aid kit is located in the kitchen.

Security System

The main doors of the Centre are on security at all times. The centre can be accessed with your student card
after the access form is completed and your card is activated..

The door to the study room is locked at all times and is only accessible by using your card. You must swipe to
get in and to get out. This will make a record your use of the Centre in Security.

The back door to the study room is for Emergency Use Only. If you open this door by accident you must inform
Security immediately by calling Exth 2099. All computers and the printer are linked to the security system.

You are responsible for your student card. If you allow someone else to use your student card or if you allow
access to a non-registered person, this may result in the loss of your student card and centre priviledges.

Telephone Access

An internal only telephone is located in the main reception area of the Centre. This phone can access internal
numbers, 1800 numbers and 000 (after dialling 0) only.

Toilets

Toilets are available 24/7. As you exit the front door, turn right, go down the flight of stairs and the are
straight ahead of the left.

Recycling
Paper recycling bins are provided in the Computer Centre for photocopy and printer paper.

CRICOS Provider Number: 00003G | ABN: 75 792 454 315
Published: 11th Apr 2008 © UNE - Disclaimer | Privacy | Feedback | Contact postgrads@une
High contrast | Edit

2 19 09/10/09 5:01 PM



postgrads@une Computer Centre and Lounge
The Black Rose, University of New England
Security Access Application
1 January 2009- 31 December 2009

Title (circle) Mr Mrs Ms  Miss Other (specify)

Family Name: Given Name:

Preferred Name: Student ID Number:

Faculty: School:

Contact Address:

Suburb: Postcode:

Contact Telephone: After Hours: Business Hours:
Mobile Phone: Fax No:
Email Address:

Course Details

Enrolment (please circle one) Full Time Part Time

Course of study (please circle one) PhD Professional Doctorate
Masters by Research Coursework Masters
MLitt Graduate Diploma  Graduate Certificate

Other Postgraduate Program (please specify)

Date Course Commenced: Expected Completion Date:

Details of Access Requirements

I am an Internal/International/External (please circle one) student and require 24 hour access to
the postgrads@une Computer Centre and Lounge.

1 would like a locker, if available. ($10 Non-refundable for all or part of 2009 plus $5 deposit)
LockerNo.

I am aware that the postgrads@une Computer Centre and Lounge is managed and serviced by
Volunteers, not paid staff. I understand, as a user of the Centre, I am required to clean up after
myself and my participation at the centre with everyday chores/housekeeping/functions is
appreciated. Computer assistance is unavailable at the centre. I am required to provide paper
for printing, which is limited to 20 pages per day. I understand that after 31 December 2009, all
access will automatically be removed, lockers emptied and I must re-apply for access and
lockers for 2010.

Centre users shall be subscribed to the PGradAssoc email list, unless otherwise requested.

Signed: Date:




= Landline Phone

. . Mobile Phone
Communications Satellite Phone
UHF CB Radio

HDR Induction HF Radio

October 14 2009

*
e m—

Landline — limit is access and power
Mobile — network coverage, battery status
Satellite — terrain, battery status

UHF — power, aeriai, mode, battery status, terrain
HF — frequency, time/temperature, battery status,
terrain

EPIRB — battery.status, aerial, terrain (24-48hr)

smrLEx
REPEATER . GPERATION
OPERATION .

EPIRB
Flares
Mirror
Whistle
Car Horn




= Mirror — line of sight, attract attention
= Whistle — audible range
= Car horn - audible range, battery

Ensure battery charged

Ensure aerial fully extended

Ensure correct channel, frequency, phone number
Seiect simpiex first, if fails use dupiex

Stand in clearing

Stand on high ground
_Care in electrical storms

Speak slowly and clearly

To activate follow directions on unit

MT310 specifically designed as personal beacon
Not designed for self righting in water

Aerial needs to be fully extended

Unusable after 2009

InsAustralia, coordination and response managed
by Australian Safety Authority - Canberra

“Should only be used in life threatening emergency.




HDR Research Support for ERS students
Internal Research Grant (IRG)
« All students are guaranteed $500 per year of
enrolment - access.

« Students can apply for additional funds of up to
$2200 per year

¢ Support for max of 3 years (PhD) and 2 years
(Research Masters)

« Pro rata for part-time enrolment

« Preferable to submit a 3 year plan for expenditure but
can submit annual applications.

« Applications (1-2 page justification) to ERS HDR
coordinator received throughout the year

« Policy may change for students with no external
funding for extra support

Applying for IRG Funds

Project Title
Budget and Justification

Can support equipment, materials, fieldwork,
conferences (not thesis production)

State other supporting funds

MUST have written support from supervisor
Send to Shirley Fraser (rapid response) emalil
ershdr@une.edu.au

Approval dependent on completion of 6
and 12 month reports and induction.

Unspent Funds

* From 2009 onwards, unspent IRG
funds will not automatically be
carried over after 315t March each
year

» Need to request carry over in writing
and including a justification/plan for
expenditure

Conference Support

ERS has allocated funds for conference
support in Australia - up to $1000 maximum
available during candidature

Written applications to ERS HDR coordinator

via Shirley in March & September of each year

email ershdr@une.edu.au

This is a competitive process — not all will be
funded.

Also consider university-wide, professional
society or other external funds to attend
international conferences

Computer support

 Students will be allocated computers or
access to computers - but they may not
be new

 Students can use IRG funds to upgrade
or purchase their own computer. But not
ARC funds

Technical support

They can guide and help your with technical issues

Minimum support from School to directly assist you
for large amounts of time

Projects must be designed with this in mind

Their knowledge is important, especially re.
laboratory facilities and their guidance is important

Their priority is undergraduate teaching and building
OH&S

You are expected to do your own tidy ups etc.

Consider employing field & lab support




Statistical support

DON'T avoid the issue of design and analyses

Students to talk to supervisor teams about their
experimental designs

If complex then seek further advice within School
If not resolved then seek advice from statistician

Analyses and software discuss with supervisor.
Consider learning R

Most commercial packages are fine for basic
stats.e.g. Minitab, JMP $50-100. For annual access.
Some packages are available from School.

Post-grad conferences and

workshops
School runs post-grad conference. UNTAMED.
Expected to go

School has seminar series. One for Rural Science
and one for Env Sci. Expected to go.

Faculty has an annual conference for post-grads.
Expected to go.

Ad Hoc workshops are sometimes run. e.g statistics..

Conflict/dispute resolution

If you have any academic problems, however minor, talk to your supervisors
regularly.

If you have personal problems talk to a counselling service.

If there is an issue hindering your research progress, and you are unable to
resolve this with your supervisors bring it to the attention of HDR co-
ordinator.

Usually this informal process works- BUT if there is a major issue that cannot
be resolved: Then

Put concerns on record in your six monthly report

UNE has a formal dispute resolution process. See UNE policy. The School
has, to my knowledge, had a PG student use this process.




TRIM: D08/12267

SUPPORT OF HDR STUDENTS - FEBRUARY 2008

1. USE OF DEST RECURRENT INCOME FOR HDR SUPPORT

Background

DEST provides to UNE approximately $5,500 p.a. for three years for each PhD and for two
years for each HDR Masters student. The School receives approximately $3,000 of the $5,500.
DEST supplies these funds as partial compensation to universities for the cost of training HDR
students. DEST requires that $500 p.a. is made available to the students to directly support
their research activities. The University is free to allocate the remaining funds as they require.

The ERS policy is designed to make the most strategic possible use of these DEST funds to
provide the best possible research environment and experience for our HDR students to
enhance the quality of their research outputs, to enhance the quality of their research training
and to attract a high number of highest quality students to our HDR program.

SUMMARY OF PRIORITIES FOR EXPENDITURE

1. Students will have opportunity to access funds to directly support their activities if they
have clear need to do so.

2. The School will offer up to $20,000 per year in competitive awards to support attendance at
conferences in Australia.

3. Remaining funds will be used to support research infrastructure, with emphasis given to
providing funds for leveraged equipment funding applications such as ARC LIEF.

DIRECT FUNDING SUPPORT TO STUDENT RESEARCH

HDR students are entitled to support for their projects for a variety of items, such as equipment,
materials, fieldwork and conference attendance. Funds cannot be used for expenses related to
producing theses.

All HDR students may expend up to $500 per year for three years for PhD and two year for
MSec, part-time students can expend up to $250 per year for six years for PhD and four years for
MSec. Students can apply to spend their whole allocation (i.e. $1,500 for PhD or $1,000 for
MSc) in Year 1 of their candidature for certain justifiable capital expenses (e.g. a computer).

Additional financial support will not normally be provided to HDR students funded by or
working within externally funded projects.

Other students may apply for additional funds to support their research up to a maximum of
$2,200 per year for up to three years for PhD and two years for MSc student.

Applicants should submit a project title, budget and brief justification (max 250 words) and
detail of external financial support for the project to the HDR Coordinator. The application will
need to be supported by the Principal Supervisor. Applications can be submitted at any time and
will be reviewed periodically.

School of Environmental and Rural Science



TRIM: D08/12267

Unspent funds will not be rolled over into later years unless a formal proposal to do so has been
received prior to approval. Students are encouraged to submit a plan for the full 2 years (MSc)
or 3 years (PhD).

Access to funding is dependent on students completing 6 and 12 month progress reports and
confirmation of candidature and confirmation by supervisors and HDR Coordinator that their
progress continues to be satisfactory. '

Students are strongly encouraged to apply for funding from other sources. If successful they
will not have their school research grants reduced.

COMPUTERS FOR STUDENTS

The School policy is that every HDR student should have a reliable P.C. adequate to run current
or recent versions of standard office and analytic software. This will normally mean P.Cs. are
not more than four years old.

Projects are encouraged to supply the HDR students with an adequate P.C. wherever possible.
Academic staff should recognise that most funding agencies accept the need to include
adequate computing resources and should strive to obtain funding for P.Cs. for staff and
students on the project.

Where an adequate P.C. is not supplied by the project, the student will be allocated a P.C. from
the School pool of HDR P.Cs. A student may apply to have a new P.C., in which case the cost
or $1,500 (whichever is the lesser) will be deducted from their DEST allocation of $1,500
($1,000 for MSc). The School will maintain a pool of new P.Cs. so that such requests can be
met immediately.

The School will pay internet and email charges up to $300 per annum per student. Costs over
this threshold will be charged to the student’s project.

CONFERENCE AWARDS

The School will award up to $20,000 per year to support students attending conferences or
workshops in Australia. (Students may apply for UNE awards for overseas travel.)

Each student will be eligible to receive no more than one award during their candidature and
must attend the conferences/workshops during the normal period of candidature of three years
for PhD and two years for MSc students. Students must be the first author (primarily your own
work). The presentation of Honours work is acceptable early in the HDR candidature.

Individual awards will be of up to $1,000.
Applications will be accepted twice each year in March and September, stating details of

conferences/ workshop, title of paper/poster to be presented, relevance to research/training, full
costs involved, funds available from other sources and amount requested from the School.

School of Environmental and Rural Science
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Applications will be received and prioritized by the HDR Committee. Priority will be given to
contributions that generate DEST eligible outputs.

RESEARCH INFRASTRUCTURE FUNDING

The Head of School will periodically assess the funding available after accounting for
commitments to support of student activities and conference attendance. Such funds will be
made available to purchase or refurbish research equipment, with priority given to support of
leveraged funding opportunities such as ARC LIEF grants. Applications for access 1o these
funds can be made at any time. Applications must demonstrate how the infrastructure will
support current and future HDR student research activities. Priority will be given to
infrastructure support activities of many students and that achieve high degrees of leverage of
other funds.

School of Environmental and Rural Science
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TRIM: D08/18715

SUPPORT OF NON-HDR STUDENT PROJECTS - FEBRUARY 2008

SUPPORT FOR HONOURS AND OTHER STUDENT RESEARCH PROJECTS FROM
SCHOOL OF ENVIRONMENTAL AND RURAL SCIENCE

Honours students and those undertaking a project unit as part of a coursework degree will be
eligible for support for their projects for a variety of items, such as equipment, materials, fieldwork
and conference attendance. Funds cannot be used for expenses related to producing theses or
reports.

A maximum of $1500 will be available for full-time (48 cp) Honours projects. The level of support
for other research projects will depend on the proportion of the year’s full-time work (e. g. $750 for
24 cps, $375 for 12 cps, etc).

Academic staff are strongly encouraged to embed non-HDR projects into existing research projects
and minimise the drawn on School funds.

Applications for funds should be submitted by the supervisor and student jointly, and include a
project title, budget, brief justification and details of any other financial support promised for the
project (max 200 words). Applications will be submitted to the Academic Administrative Officer
(Ms Karen Morris).

Purpose: the School policy for support of non-HDR student projects is intended to remove
limitations to taking on non-HDR student projects
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UNIVERSITY OF NEW ENGLAND

PETTY CASH FORM
P-d .
Person Incurring Expense: A Ol 0 8 b L‘(l»( Extension: (2.2 L(-
Department Name: Ecas YETEWA \N\A N A C('E MERT
Amount GST Inch
Date Particulars of Goods or Services $ c Y/N
alilor | Jecr Cog ua |ae| M
. / -
N \Mﬁ L(NQ b |So| M
- [
zfor | Mankig pens ‘2 s
bl2{ | Food for Helddwipy  Now QST alle 27 |43 WNe
; N
« “ Y ASTable (2 | €2 M
TOTAL 1tq | b8
Ledger, Cost Centre, Natural Account, I/E & Function should be completed prior to
any claims being presented to Finance o Amount GST Incl.
Ledger Cost Centre E:::;ﬁlt IVE | Function Other Details $ ¢ Y/N
P | W2y ansg| 82793 o] © A |98 M
RE 12243 | 83| 0| © uy 1] o
RE RS | R2112| o © 271192 Ne
The GST Incl. Column must be completed with a Y or an N. TOTAL 1A (99;
DEPARTMENT CERTIFYING OFFICER [ FundRGrHOTISING QFEICER . oo |
SIGNALUTE: . vuiieieenen i i Signature: 2y ‘ e i
Print NAINE: «ovvvveitirieiii e it vie e e Print N?aLr'xlg P
Department: .......ocoveiiniiiieieiininnes Date:.......ooveiiins Department: ....ooovvvvivniniiiiinn Date:.g. O L*‘\O @'

I have received the amount of $

PETTY CASH NOTES

Original Tax Invoices/Receipts and other relevant documents must be attached to this form.

Taty Co Qaien Fona Tenpliue IO 0244103 16
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UNE sundry Payment Cover Sheet

Select from List: IStaﬁ l Number: [51 78222
Creditor ABN: l 1
Address: [123 Garibaldi Street, Uralla 2358 |
Reference Number| | Date: [09/09/2009 Armount $159.10]
Narrative 1 l |
Narrative 2 | l
Narrative 3 l |
Ledger Cost Activity Natural Inclusive GST
Code Code Code Account E \ F GST Code Amount Amount
we1 [RE | [244157] ] [[8273 1[0 ][0 ][GST Aust Il $126.60][ $12.66]
we2 [PL_ | [1421 | [1234 ][8274 ][0 ][0 ]|GST Aust || $32.50]| $3.25]
wes [PL | [ || | ] | [0 ][0 ||GST Aust | Il I
e4 |PL | | il 11 |[0]10_ [|GST Aust 11 I ]
CLAIMANT AUTHORISING OFFICER
Ful Name: [John Smith | FuiName: [Shirley Fraser ]

Department:|Botany
Extension: |1234

Signature

| Department|SERS

I Extension: [2148

Financial |

Delegation

Signature

* This form is only to be used for the reimbursement of minor expenses incurred by staff and students. Only
expenses which may not be made using a UNE Corporate credit card or Purchase Order may be claimed using

this form.

CONDITIONS

All infarmation to be typed (excluding claimant and Authorising officer signature)

Original receipts to be attached to support all claims
Authorising officer must hold appropriate delegation

Incomplete forms shall be returned to claimant

If you have NOT previously provided or you have CHANGED your Bank account details please update your details
with Financial Services by clicking here



NEW OR CHANGED BANK ACCOUNT DETAILS FORM

Please only complete this form if you have NOT previously supplied the

University with your Bank account details, or where you have CHANGED your

account details since our last payment to you.

Should you wish to confirm the Bank account details the University holds for
you please contact the University’s Accounts Payable department on
extension 3428

Upon completion please forward this form to:

The Accounts Payable Supervisor
Financial Services Directorate
University of New England

[ Full Name |

[ Staff/Student Number |5178222

|

| Name of Account [

[ Name of Bank ]

| BSB

| Account Number T T 1T T T 1T 1]

| Email address |

Signature

Date




TRAVEL - FORM A8

Thls form Is to be completed by all Persons deslring to travel on officlal Unlversity buslness where the destination Is beyond the clty {imits of Armldale

REQUEST FOR APPROVAL TO TRAVEL ON OFFICIAL UNIVERSITY BUSINESS

To be lodged with the Accounts Payahle Office BEFORE the Journey Is taken
orIf no Warrant or Conference Registratlon Is required - to be kept in the Department

SUPPLIER: ....cc.ooien s crevrens B, AUTHORITY NO.: ..o e e

NOTE 1. For Workers Compensation requirements this form must be authorised by the Head of Department BEFORE THE JOURNEY 1S COMMENCED
2. Expenses are not payable by the University unless the request is approved by an Authorised Officer.
3. THE FULL ITINERARY for the joumey must be shown,
4. A Warrant will be issued hetween points shown on this form. Any Variation therefore requires written authority.
5. FAILURE TO SUPPLY SUFFICIENT INFORMATION on this form will result in its return.
6. All claim must be lodged against this A8 within 2 WEEKS of completion of travel.
After this date the A8 will be cancelled and no further claims may be made.
Refer to Travel Policies and Procedure Guidelines.
If a Privately Owned Vehicle is ta be used the vehicle must be Comprehensively Insurance & incude a First Aid Kit

NAME: L\MWEN STAFF/STUDENT NO.: 1‘100?’(3 ST
POSITION: .. PH\D S"\JQE(\T/ ..DEPARTMENT: . AJ\’WV\ SC‘ . EXT NO:. L"ZD-J
Peesent POLER AV COJEERENTE, [LedBARCH

PURPOSE OF JOURNEY: ... . 0 S T i,

S

b |b]og BEC £.20 Aun ARUULOALE

DATES AND ITINERARY: (Full details must be shown)........

(Attach a copy of Travel Agents Confirmation, as required) M P‘S&.—}% S '}/O P’vv\

......... S blblok . P AL BT K20 A, BORWE AR ALE
& O =N

EXPENSE ESTIMATED COST CIRCLE YES/NO

o

Mode of Warranted Trav@Train/Bus $ &Zl , Ig/ Warrant

(Warrant issued to Travel Managers only) Yes ) No
Cost of Warranted Accommodation i Warrant
|, 200.00
(Warrant issued to Travel Managers only) ! Yes”) No
\—
Cost of Warranted Care Hire . ) Warrant
(Warrant issued to Travel Managers only) ' Yes No

Conference Registration Q 6 3(. co Prepaid (Yes | No

(If Prepayment required by Finance, attach completed registration)

Total of All Other Trave! Expenses . b QS -20 |[YWEBAL Ao dPWJLE
MIvate Vehicle Casts,Non Warranted Accommodation) - 8S0.00 M’)O\S
Comprehensive Insurance of Motor Vehicle U(Copy Aftached) Covered under UNE Insurance

CHARGE ACCOUNT CODE

PL -Profit & Loss Ledger Cost Centre Natural Account Int/Ext Funct

RE - Research’ : Grant Year TOTALCOST

SP -Project Project

. —~ 8421 0
RE ‘ 13 43S 3 Domestic Travel
8422 0
International Travel

e &[22 &

Traveller; ... . N Z50W 0 700N

Authorising Officer: (Please Sign, Print Name & Position Held ...

REQUEST FOR APPROVAL TO TRAVEL OUTSIDE AUSTRALIA
(Please attach Cverseas Declaration Form/s)

DIBAN: venee et ettt et et et e et e in ceseveen aeeeenneenna .. ApProved / Nat Approved Date: oo

Vice Chancellor ... ...coveeiet i e i eee e vieeee e e en oo Approved / Not Approved Date: i

>



LN RO VANTS

UNE THE UNIVERSITY OF NEW ENGLAND

TRAVEL CLAIM FORM

[ 2200765 4% ]
STAFF/STUDENT NO.

=
! LUSER(N\A)ME , I ADDRESS ST ALRERTY COL-L‘ECW,

............... %q@{m&uL L)\NE/

TITLE GIVEN NAME/INITIAL

(PLEASE USE BLOCK LETTERS)

DATE 1’;] < / oL AB NO. § c
MEAL ALLOWANCE [) i . TotalNo.Days |}
bepared LU ALE 3O (ahm Vo /6 / 0K mreavast @s$13.\0pd
o) {time) (date) Lunch @518.50pd
(A meal allowance can only be claimed for meals not otherwise provided) Dinner

DESTINATION (S) ' Q@Ejﬂﬂ e @53160p0 601 e,
Returnsd P\\KJUWM/E & 0 MO 2 { b s} &

(place} (time) (date)

Accommodation expenses (refer section T2)

It is imperative that Claims shauld indicate ACTUAL TIMES of departure from and return to Armidale together with the dates. Unless this
information is shown the pracessing of your claim for payment wlli be delayed

FARES/MILEAGE ~
Mode of Travel

{Airfares claimed must be supparted by passengars copy of ticket)

Mileage(refer to section T4)

Make of Cor Engine Capecity .o cc Reg No :
SPEEDOMETER READING
START FINISH NO OF KMS DESTINATION AND PURPOSE OF JOURNEYS

OTHER EXPENSES:(Spedify In detail. These must be supported by dockets)

Amount approved on original AB

| certify that only authorised expenditures have been included

(Signature of Claimant) ok
) PAYMENT DISSECTION
Account Code Payment Detalls Date

QF 123w

Prepared by: Checked b)‘/:

PLS BERUT UOF T Saumis ARPFE

g@w& Qi Apoed 92|8[2e08

travelclaim231006.xls



UNE THE UNIVERSITY OF NEW ENGLAND

TRAVEL CLAIM FORM

[ 2200 FLY YR

STAFF/STUDENT NO.

L WEN |

SURNAME . ADDRESS

B [ i)

TITLE GIVEN NAME/INITIAL
’ {PLEASE USE BLOCK LETTERS)
DATE lﬁ b /08 AB NO. $ c
MEAL ALLOWANCE
; . Total No. Days

Departed ,/l‘*\/\/:\ &O‘JQJL (O - 3@ @zm l b ‘ (0,08 Breakfast @3$13.00 pd

(place) (time) (date) Lunch @$18.15 pd
{A meal allowance can ogly be claimed for meals not otherwise provided) Dinner @$31.00nd
DESTINATION (S) (3 .

. .

Returned /a\-\(\/\/\;\dalﬂ_ o an@) 2l ‘ G \ 6&

(ptace) (time) (date)

Accommodation expenses (refer section T2)

It is imperative that Claims should indicate ACTUAL TIMES of departure from and return to Armidale together with the dates., Unless this
information is shown the pracessing of your claim for payment will be delayed

FARESMILEAGE
Mode of Travel

(Airfares claimed must ba supported by passengers copy of ticket}

Mileage(refer to section T4)
Make of Car Engine Capacity cc Reg No

SPEEDOMETER READING

START FINISH NO OF KMS DESTINATION AND PURPOSE OF JOURNEYS

OTHER EXPENSES:{Specify In detail. These must be supported by dackets)

e v SRN (2 CETE P AWED>

62

20

Amount approved on original A3 $
| certify that only authorised expenditures have been Included | certify that the service has been faithfully performed
(Signature of Claimant) (Head of Department/Executive Dean/PVC)
PAYMENT DISSECTION
— Account Code Payment Details Date

KE \ 223453

Prepared by: Checked by:

travelclaim231006.xis



THE UNVERSITY OF NEW ENGLAND

travelclaim081004

TRAVEL DIARY LU /?\%
cmgxqu_wxw A AP 2t a,mw .
ENTRY oﬁm PLAGE TIME DURATION DETAILS OF ACTIVITIES SIGNATURE
NO (Of Entrv) {Of Aclivily) COMMENGED . (Of Activityl - . {Of Traveller)
1 :ofo Aldoke b 200, Wlhoore TRAVEL g//v/m\r\/
z ;r-p% P, | &.00n.| TTho EM;QQU PG Won __nwfp% Lo U
3 p;rl.um Qﬂbf; w(CGP. TTlouors _%U OB%AF ﬁ\rw\/ﬁxrbm\,\/
4 PGF Pevdi, | §-30cu L heous Travec ér\z .

10




TRAVEL - FORM A8

This form Is to be completed by all Persons deslring to travel on offlclal Unlverslty business where the destination Is beyand the city limits of Armidale

REQUEST FOR APPROVAL TO TRAVEL ON OFFICIAL UNIVERSITY BUSINESS

Ta be lodged with the Accounts Payable Offlce BEFORE the journey Is taken
or {f no Warrant or Conference Reglstration Is required - to be kept In the Department

SUPPLIER: ..o e, AUTHORITY NO.: vt et e,

NOTE 1. For Workers Compensation requirements this form must be authorised by the Head of Depariment BEFORE THE JOURNEY IS COMMENCED
2. Expenses are not payable by the University unless the request is approved by an Authorised Officer.
3. THE FULL ITINERARY for the journey must be shown. )
4. A Warrant will be issued belween points shown on this form. Any Variation therefore requires written authority.
5. FAILURE TO SUPPLY SUFFICIENT INFORMATION on this form will result in its return.
6. All claim must be lodged against this A8 within 2 WEEKS of completion of travel.
After this date the A8 will be cancelled and no further claims may be made.
7. Refer o Travel Policies and Procedure Guidelines.
8. If a Privately Owned Vehicle is to be used the vehicle must be Comprehensively Insurance & incude a First Aid Kit

NAVE: e Do (S L Q). STAFFISTUDENT NO.: .. 202005 649

POSITION: . ‘—40,\[0 U{CS S —_V\BCW l ..DEPARTMENT: BOW& EXT NO:..9.. g?(f—’
REscalld FieLD TRP

DATES AND ITINERARY: (Full details must be shown)...... {D—!Oﬁ DEP (/l A, %MALL

(Attach a copy of Travel Agents Confirmation, as required) {9 (\J’\QQJ\) IS\QP\L\/C WM\‘\\@QQL W
232199 DERART. A Ave. ToR . SNDOWSLIAT. P, (LD |, AREWE
A2NCoN 2 (08 BEe SINROLIAL 9. Ava.

CETWRN ARUAALE. 6w

EXPENSE ‘ ESTIMATED COST . CIRCLE YES/NO
Mode of Warranted Travel - Air/Train/Bus Warrant
(Warrant issued to Travel Managers only) Yes { Noy
| —
Cost of Warranted Accommodation Warrant
(Warrant issued to Travel Managers only) Yes [ Na y

Cost of Warranted Care Hire Warrant ~—7

(Warrant issued to Travel Managers only) Yes G\l?)

Conference Registration Prepaid Yes

(if Prepayment required by Finance, attach completed registration)
Total of Alt Other Travel Expenses

EF 100-00

je:Meals, Yaxi,Private Vehicle Costs,Non Warranted Accommodation) Y
Comprehensive Insurance of Motor Vehicle H(@\opy Attached) Covered under UNE Insurance I\J‘
CHARGE ACCOUNT CODE

PL - Profit & Loss Ledger Cost Centre Natural Account int/Ext  Funct

RE - Research Grant Year TOTAL COST

SP -Project Project

i Qi « 8421 0 .
P L S 1% J Domestic Travel $ IO’O 00
8422 0 .
International Travel

Traveller: ..... \/B’@Q*%N\J Date: 25//“/2907

Authorising Officer: (Please Sign, Print Name & Position Held ... o e e e

REQUEST FOR APPROVAL TO TRAVEL OUTSIDE AUSTRALIA
(Please attach Overseas Declaration Form/s)

DBAN: et i e i e e e oo Appraved / Not Approved Date! .o

Vice Chancellorn ... ooooiiiiiiiiiniiiie i e e oo ... Appraved / Not Approved Date: ...




NG

UniE: THE UNIVERSITY OF NEW ENGLAND 22 -
TRAVEL CLAIM FORM AT AN . |
e NAaE - T Rrod
| n2005673LG |
STAFF/STUDENT NO.

SLou) - —
i éSURNAME ) ADDRESS T PARROTYT DR LT

AT VOV S L SR> AN

(S ] SOF | ]

TITLE GIVEN NAME/INITIAL
] (PLEASE USE BLOCK LETTERS)
DATE = {Qlo 9 A8 NO. $ c
MEAL ALLOWANCE ) Total No. Days
Departed A\R,V\/VLDJD(\JE O) @m 1 / (2 ( O 9 Breakfast @51300 pd I
(place) (time) (date) | Lunch @$18.15 pd |
(A meal allowance can only be claimed for meals not otherwise provided) Dinmer @$31.00pd
pestnaTion ) WASHLCO L + SUNIDOUIRY NARRITN Y I ;
VAL LS o
rewmed AP MLD A o o) Yl12]0G
(ptace) (time) (date) /

Accommodation expenses (refer section T2)

it is imperalive that Claims should indicate ACTUAL TIMES of departure from and return to Armidale together with the dates. Unless this
information is shown the processing of your claim for payment will be delayed

FARES/MILEAGE
Mode of Travel

(Airferes claimed must be supportad by passengers copy of ticket)

Mileage(refer to section T4)

Make of Car Engine Capacity cec REGNO_ e
SPEEDOMETER READING
START FINISH NO OF KMS DESTINATION AND PURPQSE OF JOURNEYS

OTHER EXPENSES:(Specify In detail. These must be supported by dockets)

16 leo
T6 oo
Amount approved on original A8 $
I certify that only authorised expenditures have been included - | certify that the service has been faithfully performed
(Signature of Claimant) (Head of Department/Executive Dean/PVC)
PAYMENT DISSECTION
Account Code Payment Details Date

PL 142 29301 a2l feo

Prepared by: Checked by:

travelclaim231006.xls QQ



INE - HRS - Forms & Other Commonly Used Information

1 rof 2

NE

UNIVERSITY OF
NEW ENGLAND

hitp://www .une.edu.awhrs/forms.php

Armidale, New South Wales, AUSTRALIA

Human Resource Services

UNE Home / HRS / Forms

Forms & Other Commonly Used Information

Approvals Process for Employment of Staff -
Flow Charts

e Chart 1 - Create a New Position or Vary
an Existing Position

¢ Ch 2~ vertisin

e Chart 3 - Fixed-Term Appointment -
Initial appointment or variation to
appointment

e Chart 4 - Casual Appointment

b Notes to Assist Cost Centres to Complete HRS Forms

Recruitment to Advertised Positions

e Academic Staff
e General Staff

e Salary Rates and on costs
e Professorial Appointments

Classification

e Academic - Position Classification Standards
e General Staff Position Classification Process

Honorary Appointments

e 8.10a - Adjunct Nomination

¢ 8.10b - Honorary Associate and Visiting
Scholar Nomination

e 8.10c - Outcomes for Honorary Appointments

Fixed Term/Casual Appointments

e 8.0la - Summary Curriculum Vitae

8.04a - Fixed Term Appointment for Academic

Staff

e 8.04b - Variation to Academic Appointment

e 8,05a - Fixed Term Appointment for General
Staff

e 8.05b - Variation to General Staff Appointment

e 8.08a Casual Academic Staff - Contract of
Employment

e 8.09a Casual General Staff - Contract of
Employment

e 8.12a - Examination Invigilator/Supervisor

Appointment

8.18a - Appointing a Trainee

Leave forms

e 13.01a - Multipurpose | eave Form
e 13.07a - Parental Leave

Commencement of Employment & Probation

e 10.01A - New Staff Information Sheet

e 10.02b - Supervisor Induction Checklist

e 10.01a - Commencement of Employment Form
e 10.01b - New Staff Personal Details

e 10.04a Mandatory Probation Report -
Academic Staff

e 10.04b Annual Probation Report - Academic
Staff

e 10.05b - Probationary Assessment - General
Staff

Request to Establish / Vary a Position

e 7.02a - Request to Establish a NEW Position
e 7.02b - Request to Vary a Position
e 7.02c - Request to Disestablish a Position

Ceasing employment forms
(resignation/retirement or end of contract)
e 19.02a - Resignation / Retirement

e 19.02b - Responsibilities for staff ceasing
employment with UNE ’

e 19.02d - Academic Staff Departure Checklist

General Employment Forms

e 12.14a - Incremental Progression - Academic
Staff

e 12.15a - Incremental Progression -
General Staff

e 12.39a3 - Change to Account Code Form

e 12.43a - Salary Disbursement

e 10.01c - Change of Address

e 12.21a - Higher Duties Allowance

e 1.12a - Staff Personal File - Request to View
e 10.08a - Transit Insurance

e 16.04a - Study, Examination or Graduation
Leave Application (General Staff)
e 14.15a - Reporting Line Change

G
09/10/09 5:34 PM



UNE - HRS - Forms & Other Commonly Used Information http://www.une.edu.au/hrs/forms.pﬁ‘

Timesheets

e Note: most timesheets should be submitted
electronically. Instructions for submission of
timesheets through web kiosk are available
here for academic staff, or here for general
staff.

e 12.40a - Academic Casual

e 12.40b - General Staff/Student Casual

e 12.40d - IT On-Call

e 12.40e - NERAM

e 12.40g - Overtime/Extra Hours - General

Performance Planning & Review

e Performance Planning & Review - links to the
PPR policies and forms

CRICOS Provider Number: 00003G | ABN: 75 792 454 315
Published: 30th Sep 2009 © UNE - Disclaimer | Privacy | Feedback | Human Resource Services

High contrast | Edit

4o

) 09/10/09 5:34 F



8.08a Casual Academic Staff — Contract of Employment

URE 9 October 2009

UNIVERSITY OF
NNNNNNNNNNNN

Part A: To be completed by Appointee

Surname: Given Names:
Title: Date of Birth: / /
Address:

Contact phone: Email:

Are you currently employed at UNE in a fixed-term or continuing capacity? U Yes LINo
If yes, are you: ‘
1. full-time W or fractional Q. if fractional, please specify fraction (e.g. 60%)
2. fixed term U or continuing U
Have you previously been employed by UNE: 3 Yes LI No - Staff No (if known)
Curriculum Vitae or Summary CV Form 8.01a () attached OR U supplied in last 2 years.
Current Tax form U attached OR U already supplied this year and unchanged.
(1 Bank details already supplied and unchanged. OR
(] Please pay any salary due to me into the following account:
Name Account held in:

Institution Name: Branch Name:

B.S.B. No.: Account No:

Visa Status: [ Australian citizen [ Other* - Are you a permanent resident? U Yes LA No -
Other (*Attach a photocopy of visa from passport)

This personal information is being collected by Human Resource Services for personnel management purposes and will be used in
accordance with the UNE Privacy Statement: http://www.une.edu.au/rmo/policies/privacystatement.htm

Part B: To be completed by the School/Unit

School: Clevel ___ Z
Position is supervised by (name}): Title:
May be employed at any time during period: Start date: / /___ End date: / I

(Position supervisor will advise the staff member on which days they will be engaged to provide a
service.)

Course/Unit:

Name and title of staff member responsible for monitoring employment activity against budget
provided below: (€.9. School Resource Officer, Fred Smith)

Name: Title:

Please note: If the appointee is a full-time permanent or fixed-term staff member, you must contact
your HR Client Services Officer before completing this form.

1/3
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ACTIVITY Code Rate §s | o ofhrsl Total Gost
C___ |s $
c___ |s $
C___ |s$ $
c___ |s $
cC___ |$ $
cC___ |s $

e Casual appointment level must be consistent with the UNE Workplace Agreement 2006-2008 (5.09 — Schedule 1B —
hitp.//www.une.edu.au/hrs/handbook/05/5.09.pdf)
e  Appointee’s skills and experience must support appointment at the casual level nominated.

Default Account Code: PL/ RE/SP 7012 0 O
For Workers Compensation purposes will the appointee be working off-campus?
U No

() Yes — location (state, cityitown)?
-1 have emailed workerscomp@une.edu.au and advised of this appointment.

— [ I have attached the appropriate risk assessment form
[http://www.une.edu.au/hrs/handbook/04/04.23a.dod].

In signing approval of this Form, I hereby cetrtify that
= this appointment is in line with the UNE Workplace Agreement and policies for casual
employment;
= | have sighted the original qualifications for this person and deem that the applicant
possesses appropriate skills and qualifications for this position; and
= where there is no break in service, the Cost Centre will be responsible for any future cost
relating to a claim for conversion to permanency and/or accrual of service for Long Service
Leave purposes.
U uustification for this appointment is attached

Recommended:
ext: / /
Direct Supervisor’s signature Name date
Approved (up to 6 months max appointment):
ext: / /
Head of Cost Centre’s signature Name date

Approved (only required if appointment is more than 6 months and up ta 12 manths):

ext: / /
PVC&D/Director’s signature Name date

213



Part C: Confirmation of Receipt of Documentation
— to be completed by the Appointee

| accept the Contract of Employment on the basis set out in this document.

| understand that | can access the current UNE Workplace Agreement
1. at the University's web site: http://www.une.edu.au/hrs/handbook/05/5.09.doc OR

2. by hard copy from the Human Resource Services (HRS) Office, on ext. 5019 or 2383, or by
e-mail: sarah.collister@une.edu.au

} acknowledge that all casual timesheets must be entered via Web Kiosk and have read the
information contained below.

Signed: / /

Appointee Name date

Guidelines for Casual Employees — Timesheet Entry

The following is a brief outline of the steps required for new and returning casual employees to submit
their timesheets and receive payment.

1. Logon to Web Kiosk, the University of New England’s Human Resources Self Service Portal.
It allows you to view and edit your personal and payroll information.

2. If you do not currently have access to Web Kiosk, or have forgotten your password, send an
email request to hr-support@une.edu.au, quoting your full name and staff number. If
possible, please send this request from your official UNE staff email account. If your request
comes from an external email account, HRS staff may request that you provide information in
order for us to verify your identity to ensure the security of your data.

3. Instructions on entering a Casual Timesheet can be found on the Human Resource Services
web page, http://www.une.edu.au/hrs/. There are links to instructions for both Academic and
General casual employees on the bottom right hand side of the page. A link to the Payroll
Calendar can also be accessed from this web page under the heading ‘Pay Information’. You
should view this information so that you understand when timesheets need to be submitted

for payment.

4. Web Kiosk can only generate emails to your staff email account. Emails are sent when a
supervisor either approves or rejects your casual timesheet, and it is therefore important that
you activate this account. In order to activate your staff email account, you will need to
complete the ‘New Account Form’ which can be found on the ITD web page,
http://www.une.edu.au/it-services/. If you have another UNE email account, e.g. a student
account, you can also redirect your mail from one account to the other. Instructions can be
found on the ITD web page at http://www.une.edu.au/it-
services/staff/femail/emailforwardvacmsg.php.

5. Any questions in relation to Web Kiosk should be directed via email to hr-
support@une.edu.au

313

43



8.09a Casual General Staff — Contract of Employment

MQ October 2009
Part A: To be completed by Appointee
Surname: Given Names:
Title: Date of Birth: / /
Address:
Contact details: Phone: Email :

Are you currently emplbyed at UNE in a fixed-term or continuing capacity? (1 Yes U No
If yes, are you:

1. full-time A or part-time L. If part-time, please specify hours per week (e.g. 15)

2. fixed term U or continuing (1

Have you previously been employed by UNE? (2 No L Yes - Staff No:
Curriculum Vitae or Summary CV Form 8.01a J attached OR [ supplied in last 2 years.
Current Tax form U attached OR U already supplied this year and unchanged.

1 Bank details already supplied and unchanged. OR

d  Please pay any salary due to me into the following account:

Name Account held in:

Institution Name: Branch Name:

B.S.B. No.: Account No:

Visa Status: [ Australian citizen (1 Other* - Are you a permanent resident? O Yes A No -

Other (*Attach a photocopy of visa from passport)

This personal information is being collected by Humen Resource Services for personnel management purposes and will be used in
accordance with the UNE Privacy Statement: hitp://www.une.edu.au/rmo/policies/privacystatement.htm

Part B: To be completed by the School/Unit

School/Directorate: Clevel 7
Position is supervised by (name): Supervisor’s title:
May be employed at any time during period:  Start date: / /___ End date: / /

(Position supervisor will advise the staff member on which days they will be engaged to provide a
service.)

Name and title of staff member responsible for monitoring employment activity against budget
provided below: (e.g. School Resource Officer, Fred Smith)

Name: Title:

Please note: If the appointee is a full-time permanent or fixed-term staff member, you must contact
your HR Client Services Officer before completing this form.

1/3



Position Title Class. Level Rate Hours Total Cost
$ : $
$ : $
$ : $

° Casual appointment level must be consistent with the level of responsibility/duties as per the UNE General Staff Enhanced
Descriptors (7.05 — http://www.une.edu.au/hrs/positionsialemenis.php) or Studeni Descriptors (7.06 —
http://www. une.edu.au/hrs/hendbook/07/7.06.doc) .

° Appointee’s skills and experience must support appointment fo the casual level nominated.

Brief description of duties to be undertaken:

Default Account Code: PL/RE/SP/FM 7111 0 O

For Workers Compensation purposes will the appointee be working off-campus?

U No

] Yes — location (state, city/town)?
— 11 have emailed workerscomp@une.edu.au and advised of this appointment.

— 1 have attached the appropriate risk assessment form
[hitp://www.une.edu.au/hrs/handbook/04/04.23a.doc].

In signing approval of this Form, | hereby certify that

= this appointment is in line with the UNE Workplace Agreement and policies for casual

employment;

« | have sighted the original qualifications for this person and deem that the applicant possesses

appropriate skills and qualifications for this position; and

= where there is no break in service, the Cost Centre will be responsible for any future cost
relating to a claim for conversion to permanency and/or accrual of service for Long Service

Leave purposes.

(J uJustification for this appointment is attached

Recommended:
ext: / /
Direct Supervisor's signature Name dale
Approved (up to 6 months max appointment):
ext: / /
Head of Cost Centre’s signature Name date

Approved (only required if appointment is more than 6 months and up to 12 months):

ext: / /

PVC&D/Director’s signature Name date
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Part C: Confirmation of Receipt of Documentation
— to be completed by the Appointee

| accept the Contract of Employment on the basis set out in this document.
| understand that | can access the current UNE Workplace Agreement
1. at the University’s web site: hitp://www.une.edu.au/hrs/handbook/05/5.09.doc OR

2. by hard copy from the Human Resource Services (HRS) Office, on ext. 5019 or 2383, or by
e-mail: sarah.collister@une.edu.au

| acknowledge that all casual timesheets must be entered via Web Kiosk and have read the
information contained below.

Signed: / /
Appointee Name date

Guidelines for Casual Employees — Timesheet Entry

The following is a brief outline of the steps required for new and returning casual employees to submit
their timesheets and receive payment.

1. Logon to Web Kiosk, the University of New England’s Human Resources Self Service Portal.
It allows you 1o view and edit your personal and payroll information.

2. If you do not currently have access to Web Kiosk, or have forgotien your password, send an
email request to hr-support@une.edu.au, quoting your full name and staff number. If
possible, please send this request from your official UNE staff email account. If your request
comes from an external email account, HRS staff may request that you provide information in
order for us to verify your identity to ensure the security of your data.

3. Instructions on entering a Casual Timesheet can be found on the Human Resource Services
web page, http://www.une.edu.au/hrs/. There are links to instructions for both Academic and
General casual employees on the bottom right hand side of the page. A link to the Payroll
Calendar can also be accessed from this web page under the heading ‘Pay Information’. You
should view this information so that you understand when timesheets need to be submitted for
payment.

4. Web Kiosk can only generate emails to your staff email account. Emails are sent when a
supervisor either approves or rejects your casual timesheet, and it is therefore important that
you activate this account. In order to activate your staff email account, you will need to
complete the ‘New Account Form’ which can be found on the ITD web page,
http://www.une.edu.au/it-services/. If you have another UNE email account, e.g. a student
account, you can also redirect your mail from one account to the other. Instructions can be
found on the ITD web page at http://www.une.edu.au/it-
services/staff/email/emailforwardvacmsg.php.

5. Any questions in relation to Web Kiosk should be directed via email to hr-support@une.edu.au

3/3
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