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This initiative was introduced to improve Griffith’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.

What is the casual engagement initiative?



► 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.

Applicants with a PhD



► Performed by the sessional staff 
member being hired.

Complete the PhD Qualification 
declaration on the onboarding page.

Applicants with a PhD



► 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. 

Reference checks and 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.

Conflict of interest



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.

Position Description and 
Letter of Appointment



The MyStaff page for Casual/Sessional employees will 
have a new tile for Casual Appointment documents.

The system will show if multiple casual roles are pending 
acknowledgement from an employee.

Performed by the casual employee

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

Casual employee 
acknowledgement of 
documents



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).

Self service



Web resources

• Pay and conditions

• HR improvement and automation project

Resources

Need help?
Contact the People Services Team 
on (07) 3735 4011 or email 
hrandsafety@griffith.edu.au. 

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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