CHECKLIST – OVERSEAS WORKERS
If you are proposing a QUT staff member work overseas whilst conducting duties for the university, this is the process you need to follow:

· Familiarise yourself with the guidelines available at: http://www.hrd.qut.edu.au/managers/policy/. 

· Complete an application form available at http://www.hrd.qut.edu.au/hrinfo/hrforms/ and send to your HR Contact who will advise whether a meeting will be required to finalise arrangements such as taxation, superannuation, workcover and insurance.

· Your HR Contact will advise whether an expatriate insurance policy will need to be taken out (this is paid for by the area).
· Upon receipt of documentation, if a meeting is required, your HR Contact will organise this by calling a meeting of:

· Manager, Financial Administration & Procurement (Tax and Insurance Matters)
· Sharon Moneypenny, Payroll Services

· Roxanne Egeskov Health & Safety

· Martin Moore, HR Superannuation Officer

· Points to consider:

· If employing the person as a consultant, the only documentation required is “Criteria Q for engagement of a consultant overseas”.  No application form or appointment form required.  Payment is on a payment claim form.

· If current employee, check if working overseas for more than 6 months

· If working overseas for more than 6 months, check that current contract covers length of stay overseas; if not new appointment paperwork needs to be completed and sent with application form.
· If working overseas for more than 6 months HR will obtain quote for expatriate insurance policy from Finance and Resource Planning

· You will be advised of cost of insurance policy and approval will be required to go ahead and purchase the policy

· Your HR Contact will organise with FRP to purchase the expat insurance policy.

· HR will write to staff member advising variation to their contract of employment with a copy of their expat insurance policy. A copy will be sent to the supervisor.
