
You will receive an email from us with your New Hire Form and Documents. 
 

 
 
 
   



Click the ‘New Hire Form Australia’ link from the email you received to open your New Hire Form. 
   



The New Hire Form will open in a new window. ​Please ensure all information entered into your New Hire Form is 
correct, as this will be used to create your Payroll Account.​ Depending on your browser, you may need to scroll down to 
view all fields. Mandatory fields will be marked with an asterisk (​*​). 
 

 
 
   



If you are missing or unsure of any information, you can ‘Save as Draft’ and come back to it later. Once you have entered all 
required information, click the ‘Save’ button to submit it to the system. 
 



Once you have completed the online New Hire Form, you must return to the original email to complete the rest of the 
process. Click the link for the ‘Tax Declaration Form’ to open the document.   



The Tax File Number Declaration will open in a new window, you will need to print and complete the form. This form is 
required for all employees and must be returned to us as soon as possible. 

 
 
   



If you would like to nominate your existing superannuation fund, click the ‘Superannuation Choice Form’ link. If you would 
like to choose our default superannuation fund LUCRF (​www.lucrf.com.au/​), you do not need to return the Superannuation 
Standard Standard Choice Form to us. 
 

 
 
   

http://www.lucrf.com.au/


The Superannuation Standard Choice Form will open in a new window, you will need to print and complete the form. 
Depending on the type of fund you nominate, you may need to attach additional documentation for this to be processed. 
 

   



Click the link for the ‘Right to Work in Australia Form’ to open the document. 
 

 
   



Please print out and bring this form with you on your first day of work along with your supporting identification 
documentation. If you are not an Australian Citizen, you will also need to print out and bring along your specific work 
conditions from Visa Entitlement Verification Online (​VEVO​). ​Please bring your original documents to be sighted by your 
Manager on your first day of work. 

 
 
   

https://www.homeaffairs.gov.au/busi/visas-and-migration/visa-entitlement-verification-online-(vevo)


The Fair Work Information Statement can be printed for your records, but is not required to be returned to us. 
   



Required documents are to be scanned and returned to our Payroll Department at: ​prapayroll@pearson.com  
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