CRICOS No. 00233E

@”J UGN'I.\I/E'R:ISIIth How to...

Queensland, Australia Extend a Fixed-Term contract

Introduction

This how to guide explains how to extend a fixed-term staff contract that meets the following criteria.
e  Only permitted to change the following employment conditions:

o Contract End Date e No other changes to the employment conditions

o Hours per week e No break in service

o Primary campus e Not a senior staff member on an executive contract or

an unpaid staff extension e.g. Adjunct, Honorary
Note:
¢ Any engagement that does not meet these conditions is considered a new Direct Appointment and must be processed via the
standard recruitment process in Smart Recruiters.
¢ This form must be submitted at least 7 days prior to the current contract end date, otherwise it will be a Direct Appointment.
¢ If your extension has a speed type change, you must complete the process to change the salary account after completing the
extension.

Step 1: Open the appropriate employee record

e Navigate to My Staff Page on the Staff Portal to begin the process.
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https://www.griffith.edu.au/__data/assets/pdf_file/0026/971081/How-to-change-a-salary-account.pdf?_gl=1*2ewcyw*_ga*NDM4MzYyNjM3LjE2MzA4ODg3ODA.*_ga_5GKYJEBSN9*MTY2MjMzMTE3NS43Ni4wLjE2NjIzMzExNzUuMC4wLjA.

Step 2: Update contract details

e Enter in the changing contract details for the extension
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Step 2: Tips

If anything, other than these three pieces of information needs

to be updated, then this is considered a new Direct

Appointment and must be processed via the standard

recruitment process, either in Smart Recruiters or PeopleSoft

during the transition period.
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Step 3: Extension request approval

e Review the contents of the fixed-term extension request and submit for approval
e Navigate to My Staff Page on the Staff Portal to begin the process.

Click on the Approvals tile on the Home
screen of My Staff Page

Training and online resourees

The extension request will appear in the
Extend Fixed Term Contracts area or
the All area. Select the relevant Extend
Fixed Term Contract request.
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Pending Approvals

e Enter any Approver Comments that you
want the extension requestor to know.

o Review request details including
attachments (Via clicking on the
attachment button under Supporting

e . Documents) and click Approve or Deny

to finalise the approval.
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Cancel Approve

‘Youare about o 3pprove ths request
Approver Comments.
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e Add or review your Approver Comments

and click Submit to finalise the approval/
denial

If approved, the request will go onto the
next approver to action.
If you are the last approver, the approval

process is finalised.
If denied, an email will be sent to the

extension requestor with your approver
comment.

e The staff member will receive an email
confirmation of their contract extension
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Step 4: Extension offer response

e Accessing a fixed-term contract extension offer.

e Open the Extension of appointment email in your Griffith Outlook account
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Extension of Appointment as Bioanalytical Facility Manager , Institute for Glycomics

payroll@griffith edu.au
To: CSO2UAT=b.nasn@grfin eduau

Dear Lauren

| have pleasure in offering you an extension to your appointment as Bioanalytical Facility Manager, Institute for Glycomics.

This offer is subject to the conditions set out as follows

+ Your appaintment will be extended until 30-09-2023
= Your hours of work will be 30 hours per week as per date of extension above.
« Your campus location will be Logan Campus.

All other tesqys and conditions will remain as per your contract.

We would appreciate Your response as to your acceptance or othenwise within 14 days of the date of this offer by completing the University electronic employment processes.

This communication ws sent via an Automated System. Please do not reply o this email. Should you require any further assistance please contact Human Resources on 07 3735 40711,

Dr Jacques Licbenberg
Director, Human Resources

Reply | Forword

Masage delegation Approvals Anout me

o Review the appointment summary and
click on the Click here to respond link

to be redirected to PeopleSoft.

&E&. JE:@ .
.
— — _— S

i

Getting to know Griffih

Appointment Details

Step 1 of 2: Welcome

10 Offer you & fenewal of your conract with Grfitn Unersty
On the next page you'l find the details of your contract extension which constitutes as an offer 1o extend your contract. We would appreciate your response s 1o your acceptance or ofherwise within 7 days of the daie of
this offer

2 Appointment Detaits
Not Staned

Pleasé proceed 10 the néxt 10 ACKNOWGIE YOUr 18SpONsa.
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e Click on the temporary Fixed Term
Extension Offer tile on the Home screen
of My Staff Page

) Select Next to proceed to responding to
the extension offer.

< Ext Appointment Details g

1 Welcome Step 2 of 2: Appointment Details
|z| Appeintment Details Position: 00055528
Vietag ty 3 2

Logan Campus

> Your appointment wil be exlended unil 30.08.2023
> Hours of work: 30 hours per week

Al other terms and condiians willfemain &S per your Contract. Should you have &ny questions piease CoNIAct your SUpenvesor of Manager

Acknowledgement

OSeIect the relevant radio button to either
accept the contract renewal or decline
the contract renewal.

If the extension is accepted, your contract
will be automatically extended to the new
end date.

If the extension is declined, an email is
sent to the extension requestor.
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CRICOS No. 00233E

9 Click the Save to submit your response to

the contract extension.
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Step 5: Delegating the extension of fixed-term staff

e Delegating the extension of fixed-term staff

e Navigate to My Staff Page on the Staff Portal to begin the process.
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Some of your self-service ransactions can be delegated so thal others may act on your behalf 1o initiate and/or
ove transactions for you and/or your employees In addition, others may have delegated responsibility for

their transactions 1o you

Select Creafe Delegation Reqpest to Choose Iransactions to delegate

x\es 10 act on your behal'
e DEIe

0 Leam More about Delegation

Select Review My Proxes to review the hist of transactions that you have delegated and the proxy for ea:h

transaction

Create D

.9 Delegated Authority

& Manage Delegation

" | Enter Dates

General Common Law Contract

Review My Proxies

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that is the

same s or later than your From Date. For open-ended delegation requests.

Delegation Dates

From Date |10/25/202

o Click on the Manage delegation tile on
the Home screen of My Staff Page.

—9 Select Create Delegation Request.

leave the To Date blank

ToDate [10/31/2022
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Set the dates that the delegation is to

apply for.
Select Next to progress.

Create D i q
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" | select Transactions

General Common Law Contract

Select the transactions that you want to delegate to a proxy. You can select one or many transactions.

Delegate Transactions

Transaction

Absence Leave

Absence Leave Cancelation

Approve Timesheets

O Authority to Commence Payment

Campus/Reports To Change

End of Fixed Term Request

[ IEx\end Fixed Term Contract

4

Select All Deselect All

( Previous

Cancel

40 Select Extend Fixed Term Contract from

the list, then Next.

L“ ”J U N|I-\I/'IE:£IS‘ItTlYl

Queensland. Australia



Step 5: Delegating the extension of fixed-term staff cont.

& Manage Delegation

Create D ion Request

£ Delegated Authority

& Manage Delegation

- Select Proxy by Hierarchy

General Common Law Contract

Delegating the extension of fixed-term staff
Navigate to My Staff Page on the Staff Portal to begin the process.

This page displays persons within your hierarchy that you can select as proxies. Select the radio button next to

the name to select that person as a proxy.

Choose Delegate

Organizational

Name EwpiD | Qrpiemgen Job Title Department Supervisor Name
Research Fellow Grade Instite for
Ervplogee 1 Glycomics
Instite for
Employee Adjunct Felow o
Instiue for
Employee Visitng Fellow i
- Grifth General Staff Instiue for
L Employee evel7 | Giycomics
= General Common Law Insite for
ploye Contract Glycomics
Employee Visiting Research Fellow Insthuta for
Pl Mg Glycomics
Institte for
Employee Adjunct Professor it
Research Fellow Grade Institte for
Employee. 2 Glycomics
Institte for
Employee Professor Emeritus e

Employee oo Lacarer (Covt Sch of PAM -AP8

Adjunct Snr Clinical Institute for
Employee ResFelow Giycomics

[ i ‘ -

|Creahe D ion Request

£ Delegated Authority
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| General Commen Law Contract

Proxy

FromDate 10252022
ToDate  10/31/2022

| Transactions.

Term Contract

Select the person you want to delegate
your authority to from the list.

Select Next to continue.
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e Select Submit to save and begin the
delegation.
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