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APPLICATION COVERSHEET
Please complete this form and include as part of your application.
	DETAILS OF ADVERTISED VACANCY

	Position Number
	

	Classification
	

	Position Title
	

	Where did you see the position advertised
(double click on the box required and select Checked then ok)
	☐  APS Jobs
☐ NPG Website
☐  LinkedIn
☐  Indigenous Jobs Australia
☐  Australian Museums and Galleries Association Inc
☐  Artshub
☐  Other_________________________________________

	If you were to be merit listed for this role, do you provide consent for your details to be shared with other agencies for similar roles?
	☐ Yes 
☐ No 
☐ Please contact for approval

	PERSONAL PARTICULARS

	Title:  
	☐ Dr	☐ Mr.	 ☐ Miss  ☐ Ms    ☐ Mrs   ☐ Mx

	Surname:
	

	Given Names:
	

	Preferred Name:
	

	Address for correspondence:
	

	Telephone (mobile): 
	

	E-mail address: 
	

	Are you an Australian citizen?



	☐ Yes		 ☐  No

Note: Employees must hold Australian Citizenship. 
Permanent residency status does not meet this criterion.




	CURRENT EMPLOYMENT DETAILS

	Are you currently employed within: 
Please Tick the appropriate box
	☐  The Australian Public Service
☐  A Commonwealth Statutory Authority 
☐  ACT Government
☐  The Private Sector 
☐  Currently not employed

	Current Employer
	

	AGS Number (if applicable)
	

	Classification (if applicable)
	Actual                              Nominal                                                                        

	Employment Type
	☐  Ongoing / Permanent 
☐  Non-ongoing / Temporary / Casual

	Do you hold a current Commonwealth Security Clearance?
	☐  Yes: Level _______________
☐  No	

	Have you received a redundancy package from an APS Department/Agency or non APS Commonwealth agency in the last 12 months
	☐  Yes		☐  No    	☐ N/A

	Has the period of exclusion (or ‘redundancy benefit period’) linked to the level of the redundancy benefit been applied and completed?
	☐  Yes		☐  No		☐  N/A

	REFEREE DETAILS (Current Manager or Supervisor Preferred)

	
	Referee One
	Referee Two

	Name
	
	

	Position
	
	

	Company
	
	

	Contact Telephone
	
	

	Email address
	
	

	WORKPLACE DIVERSITY DETAILS
The following questions are for statistical and reporting purposes only and will not be used in the assessment of your application for this position.

	Please indicate if you identify yourself as a member of the following groups.
	Aboriginal / Torres Strait Islander 	☐   Yes   ☐ No
Non-English speaking background 	☐   Yes   ☐ No
Do you have a disability?		☐   Yes   ☐ No

	Do you have any need or assistance should you progress to interview? 
	☐  No
☐ Yes	__________________________________________



PRE EMPLOYMENT QUESTIONS
The following questions are being asked to assist us to assess your ability to act in accordance with and uphold the APS Employment Principles, Values and Code of Conduct, and more broadly, your suitability for employment in the role to which you are applying and in the agency, and your suitability to be an Australian Public Servant.  
The information you provide to the questions will be used and managed in accordance with the Privacy Act 1988. 
Answering yes to one of the below questions will not automatically exclude you from progressing to later stages of this recruitment process - your application will be assessed on its individual merits. However, if you do answer yes, we may reach out to you to collect further information for the purpose of informing whether additional checks are required. 
Please Note: You are required to answer the following questions truthfully. If any information provided is found to be false, misleading or incomplete your application may be rejected, any offer of employment withdrawn, and if already engaged, your employment may be terminated under the Public Service Act 1999. 
	Dismissal and termination 

	1. At any time in the past 5 years, have you been dismissed from any employment or had your employment terminated for any reason (excluding a redundancy or transfer of business)? 
	Yes  ☐
No   ☐

	Disciplinary action, proceedings, investigations, or other processes relating to behaviour or conduct 

	2. At any time in the past 5 years, have you been found to have breached or not complied with the standards of conduct or behaviour expected of employees in connection to work, such as any code of conduct, rules, policies or standards regarding behaviour or conduct in connection with work? 
	Yes  ☐
No   ☐

	3. At any time in the past 5 years, have you been found to have engaged in corrupt conduct?
	Yes  ☐
No   ☐

	4. At any time in the past 5 years, have you been the subject of any disciplinary action, proceeding, investigation or other process? 
Disciplinary action, proceeding, investigation or other process includes corrective action taken to address an employee's misconduct, code of conduct breach or other policy violation. Examples include, but are not limited to, an Australian Public Service Code of Conduct breach finding (or substantiated finding from other workplace conduct investigation), termination of employment, reduction in classification, reassignment of duties, reduction in salary, deductions from salary, formal counselling, formal warning or reprimand.
	Yes  ☐
No   ☐

	5. Are you currently subject to an investigation, review, inquiry or other process to determine whether you have engaged in misconduct or failed to comply with any code of conduct, rule, policy or standard regarding appropriate behaviour or conduct in connection with your employment and/or workplace? 
	Yes  ☐
No   ☐

	6. Are you currently the subject of an investigation or other process to consider if you have engaged in corrupt conduct?
	Yes  ☐
No   ☐ 
Unable to say  ☐

	Resignation during or immediately following an investigation or inquiry into your behaviour or conduct 

	7. At any time in the past 5 years, have you resigned from your employment during an investigation, review, enquiry or other process, or shortly after becoming aware that an investigation, review or inquiry into your behaviour or conduct in connection with work, including (but not limited to) investigations of suspected fraud and/or corruption. misconduct or failure to comply with any code of conduct, rule, policy or standard regarding appropriate behaviour or conduct in connection with your employment and/or workplace? 
	Yes  ☐
No   ☐

	Underperformance processes 

	8. At any time in the past 5 years, have you been subject to an underperformance process?  
An underperformance process is defined as any structured process  where an employee is formally advised their performance does not meet required standards and, they are given the opportunity and support to improve their performance within a specified timeframe. This is sometimes referred to as a performance improvement plan or process.
	
Yes  ☐
No   ☐

	9. Are you currently subject to an underperformance process? 
	Yes  ☐
No   ☐

	Benefit-related conduct 

	10. In your dealings with the Commonwealth or a State or Territory government body, have you ever engaged, or attempted to engage, in conduct that resulted in you or a third party obtaining, or attempting to obtain, a benefit to which you or the third party were not entitled to?  
For the purposes of this question, your dealings may include speaking with or engaging with a department, agency, official or employee, whether in person, in writing, by telephone or online. 
For example: Have you ever provided false or misleading information to social services and obtained a payment you were not entitled to? Have you ever provided false or misleading information to the Australian Taxation Office, such as, for the purpose of obtaining a tax deduction to which you were not entitled to? Have you ever provided false or misleading information to Medicare, such as, for the purpose of making a claim for services that you did not receive? 
This includes conduct which may not be connected with or related to any former or current employment or workplace, and may include matters which are entirely personal in nature.
This also includes conduct which has not been the subject of any criminal investigation, charges or findings of guilt against you, and conduct you have not been formally found to have engaged in through an investigation, review, inquiry or other process conducted by your current or former employer.
	
Yes  ☐
No   ☐
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