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What is the casual engagement initiative?

This initiative was introduced to improve Giriffith’s legal
compliance when engaging casual staff and will address
several issues identified in the payroll systems and

practices review, including:

* acknowledging and recording conflicts of interest

« ensuring casual staff have the right to work in Australia
« providing a Letter of appointment to casual staff

« providing Fair Work information to casual staff

* ensuring casual staff are paid correctly based on the
type of work performed and their qualification.

( COMPLIANCE
H OBLIGATIONS \
QJ Confirming: Providing applicants ho
|- o applicants with: }
c * Reference checks * Position descriptions Q
Q * Conflicts of Interest -~ * Letter of appointment
Q_ * Right to work * Fair Work information %
\_ ENGAGEMENT N
REQUIREMENTS J
Phase 1
Sept 22 Nov 22 Dec 22

Phase 2
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Applicants with a PhD

» Performed by the Hiring Manager
or administrative staff

If a sessional academic staff member
has been hired at Griffith before and
has a PhD qualification on file, the
PhD field will be displayed as ticked
on the online engagement page and
sessional schedule.

O Sessional Employee ® Hourly Casual Employee C Guest Lecturer

“First Name: Susan “Last Name: Britten
Email
Address:
*Date of Birth: |31/07/1975 “Gender: Unknown v

Does the Candidate have a PhD recorded in the system?

Sessional Schedule

Empl ID: ! Workflow Status:
Empl Red: 6 |
Element: Queensland College of Art

Campus: Southbank Campus - QCA

Course Code: 7319QCA Print Foundations

anding Schedule

Please enter the total delivery hours to be worked in each week Enter part hours as decimal eg: 10min=17, 20min= 33, 30min =|5 - Please check the PhD status and enter the rates accordingly. I

Sched1~10 ‘smedmzn I

Total

Work type AUVY  Delivery TowlAmt 2002022 2710612022 OAIOTIZ0Z2 HIOTI2022 18007022 280712022 1510812022
Hours

1 BASIC LECT Q| 109800000 000 000 | e e e e e e

Gross Delivery Hours:  0.00 Gross Amount:  $0.00 Oncosts:  $0.00 Total Amount:  $0.00

he above course is to be charged to the following speed type / class. Oncosts: 1623 %  Oncosts Amount:  $0.00

SpeedType Key Class Field Account Percent to Allocate Total Amount incl. Oncosts

1 QCA1001 00000 2150 100.000000 $0.00
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Applicants with a PhD

» Performed by the sessional staff Employee OnBoarding - Academic Staff
% Yuao Wu
mem be r bei ng h i red . Research Assistant Grade 2

Complete the PhD Qualification R
H . ’ Universi el . .
declaration on the onboarding page. o PhD Qualification Declaration

ate 11 iS IMPOMANt that you pravide your PhD qualification dats 1o us B3 it may have &N impact on the rate:

4 Pre Commencement

© In Progress

Griffith University requires documentation of any doctoral degrees you have been awarded to ensure you are compensated
appropriately. A doctoral degree may not be a condition of your employment, but this information is required for internal
use. We ask that if you do have a doctoral gualification, you upload supporting documentation details to the Person Profile
Qualification page.

% Verify Name
© Not Started

*  Verify Addresses

O Not Started
o Acknowledgment
% Verify Contact Details .1 have uploaded evidence of any doctoral qualifications | hald.
© Not Started

.d1donot hold any doctoral gualifications.

% Emergency Contacts
© Not Started

%  Bank Details
© Not Started

Equity Information
O Not Started

%  Tax Declaration
O Not Stanted

* Person Profile
Qualification

“ PhD Qualification
Declaration
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Reference checks and conflict of interest

» Performed by the Hiring Manager
or administrative staff

The reference check declaration
and Conflict of Interest fields must
be completed. If there is a Conflict of
Interest, the Have you disclosed
Conflict of Interest field must be
completed to proceed.

Start Date: | |
End Date: | |
Department: | Q |
Location: | Q |
Will the Employee be working from another State? OYes “No
If Yes, please indicate State: | Q |
If Other, Specify: | Q | If Overseas, please state Country
Is the person a citizen or resident from a country that may be subject to sanctions? OYes ONo

Please review the list of sanctioned countries via Department of Foreign Affairs and Trade - Sanctions regimes.

If nature of the role would require a high degree of scrutiny, has reference
check been performed?

Do you have a conflict of interest?
Please refer to conflict of interest guide - Conflict of Interest

Have you Disclosed Conflict of Interest?

OYes ®No O NotApplicable

®Yes ONo
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Conflict of interest

» Performed by the appointment approvers.

The Conflict of Interest declaration must be completed
by all approvers (supervisor and staffing delegate) to
proceed.

» Performed by the FIRST appointment approvers.

Approval Confirmation now includes confirmation that
the first approver/supervisor has sighted evidence that
the new employee has a right to work in Australia.

This is a compliance requirement for the Department of
Immigration.

< My Approvals

HRYZSI1U - Raye w

prove Online H

i 2Add text here
Trimester |29 Trimester 3 2022

GCJ
Course Code 1000 csi

Course Campus  NA
Nathan Campus

Engagement History

[=/[a] o
Application Status Name Action Date Time Comments
10/10/2022
1 Submitted Amit Kharb 153896
Online Engagement Workflow
WF Status Pendlng
Pendmg Not Routed
Kaye Wison |, Ruth Simpkins
a Approv
Do you have a conflict of interest? @Yes ONo

Please refer to conflict of interest guide - Conflict of Interest

Have you Disclosed Conflict of Interest? ®Yes ONo

Comments [ veny |

Approve

< My Approvals

HR92S1TD - Kaye Wilson ($4316)

pproval Confirma

Approval Confirmation

J Are you sure you want to approve this Online Engagement Form?

By approving this engagement | confirm that applicant has right to work in Australia for
the entire duration of the appointment, and that | have sighted at least one of the
following documents

« Birth certificate / Australian Passport / Citizenship certificate (for Australian or
New Zealand citizens)
« Current Visa Grant Notification (for non-citizens)

Yes | No
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Position Description and
Letter of Appointment

c Performed by the Hiring Manager or administrative staff

Position Descriptions (PD) will be automatically generated
for Sessional, Research Assistant and Research Fellow
roles.

For other casual roles, you may need to attach a PD to the
Online Engagement (OE) form. Where a PD is required, an
option to upload will appear on the OE form.

The Letter of Acceptance will always be autogenerated.

*Not every casual role needs a PD and LOA to be attached.

< Online Engagement Hire C]

Salary Administration Plan: CAT
Catering

Grade: GF2 Step: 1

Hourly Rate: 22.379983 Override Hourly Rate

NOTE: Casuals will get loading on top of this figure.

Application Attachments

Position Description Document Library

D Type D Name Method

Position Description 2022-11-18_11-32-43.png Manual
TN

Letter of Appointment 1150884_Appointment_Letter PDF & Auto

O lnvigilator O Gumurrii O Models @ General Casual
Salary Administration Plan: ~ [CAT  Q
Catering

Grade: Q Step: Q

Hourly Rate: D override Hourly Rate

NOTE: Casuals will get loading on top of this figure.

Application Attachments

Pasition Description Document Library

D Type D Name Method Upload Remove
Position Description No File attached \ .\ﬁ'] o
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Casual employee e
- E_‘E@ &é& g
acknowledgement of
documents a9 B e
” The MyStaff page for Casual/Sessional employees will B - .
have a new tile for Casual Appointment documents. - & A
The system will show if multiple casual roles are pending

acknowledgement from an employee. e

9 Performed by the casual employee

The employee has the option to download and view the
files, acknowledge them and complete the activity 9 e
guide to finalise the casual acknowledgement process. -

bt o ot piease: cich o “Aciy Cormplete” o orfi Y acirowecRT

Job Tt Sansernal Campus o Canst Carpan

E Appoirmass Dyt Daparimen! Mt Hodff Inthe GLD Supervir Name
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Self service

o Performed by the casual employee after acknowledging a casual role.

All documents acknowledged for a casual engagement can be downloaded from Appointment Documents (found under “About

Me” in MyStaff page).

Appointment Documents

g ki Pay Dt -
# by Personal Delady
My Posiion Delsils Start Date © ek Titke ©
1 MM Senmoral
[ wy Ses® Dreesery Prosile
7 v Gl
o iy Fguty Dats
Ay Prafis

- Sl Dals Change - Qooupan. ~

T Meoificaiion of Reskgnation

Courin Hame =

1000EMN_Y 1 - O Cham

L

of MyStalf page of the Employee

Daparismnt
Mienzies Heallh sttt OLD

Menzies Hoalth imbtuie (11

i Appointmers Docurerts
Acknowledged documents for Casual
engagement can be found in about me section
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Resources

Web resources

Pay and conditions

HR improvement and automation project

Need help?

Contact the People Services Team
on (07) 3735 4011 or email
hrandsafety@griffith.edu.au.
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https://griffitheduau.sharepoint.com/sites/HRImprovementProject/SitePages/Initiatives-we%27re-working-on-currently.aspx#sessional-schedules-%28time-sheeting%29
mailto:hrandsaftety@griffith.edu.au
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