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Introduction 
 

This guide will show you how to create a sessional appointment using the sessional pool if you are a school manager or 

department administrator. The sessional pool displays the details of all sessional staff who are currently active or have been 

inactive for less than 12 months, making it easier for you to create a new appointment if required or go straight to timetable 

creation. 

 

 

Step 1: Navigate to the Sessional Administration homepage 

• Log in to the Staff Portal and select My Staff Page. 
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How to…  
Create a Sessional Appointment Using the Sessional Pool 

The Sessional Administration tiles will appear. 

Select the Sessional Administration homepage. 

Select the Sessional Pool tile. 
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Step 2: Search the Sessional Pool 
 
 

 

  
Enter any information you have for the following 
Search Criteria and click Search (fields are case-
sensitive; First Name and Last Name should be in 
title case): 

• Employee ID 

• First Name 

• Last Name 

• Department ID 

• HR Status 

 

Click Clear to delete any text in the fields. IMPORTANT: If there is existing text in any of the fields that is not part of the 
search criteria, the search will not return any results. This is a known system limitation.  

The sessional pool results will appear. You can filter the results further expanding the fields on the left-hand side. 
 
 
 
 



How to Create a Sessional Appointment Using the Sessional Pool | December 2023 

     

 

 

 

 

 

 

 

 

Step 3: Add a new appointment 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
  

If the employee is currently active, there is no need to create a New Appointment. There will be a link to Create 
Timetable instead. This is detailed in Sessional Timesheeting User Guide_Create a Sessional Timetable Using 
the Sessional Pool. 
 
 

If the employee has been inactive for less than 12 months, there will be a link to create a New Appointment. Please 
proceed to Step 3. 
 
 

Click Add.  
 
N.B. If you wish to create 
multiple appointments in 
multiple windows at the same 
time, please ensure you have 
saved your current form before 
opening a new window to start a 
new form. 
 

Select Yes for New Hire including existing 
employees who have been inactive for 12 
months or more.  
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Enter the Personal Information of the 
Employee including: 
 

• Name Prefix 

• Last Name 

• First Name 

• Date of Birth 

• Gender 

• Address details 

 
Otherwise, select No for current or returning 
employees if they have been active in the 
last 12 months. You will be prompted to add 
a Griffith ID. Click Search.  
 
If a sessional appointment is required, you 
will not have to enter Personal Information 
of the Employee and may proceed to sub-
step 4. 
 
If a sessional appointment is not required, 
you will be instructed to proceed to timetable 
creation. Please refer to Sessional 
Timesheeting User Guide_Create a 
Sessional Timetable or Sessional 
Timesheeting User Guide_Create a 
Sessional Timetable Using the Sessional 
Pool. 
 

Enter the mandatory Job Details of the 
Employee including: 

• Department 

• Location Code 

• Start Date 

• End Date (must be within 52 

weeks of the Start Date) 

• Country (must be AUS – 

sessional staff cannot b 

employed if working outside 

Australia) 

• State 

• Supervisor ID (this field will 

autopopulate the Final Approver 

field. 

 
If you wish to select an Alternate 
Approver, click on the title link next to the 
Final Approver’s name. 
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Complete the Questionnaire by 
selecting the answers relevant to the 
applicant. 
 
 
 

Click Submit. 
 
 
 

Select the Alternate Approver. 
 
The Final Approver name and 
title will be updated. 
 

Click Yes. 
 
 
 

Click OK. 
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For more information contact: 

People Services | Human Resources 

Ph (07) 3735 4011      Email hrandsafety@griffith.edu.au  

griffith.edu.au/staff/human-resources 

You will receive and Applicant ID and the Application Status will display as “Initiated”.  
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