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INDUCTING A CASUAL OR SESSIONAL EMPLOYEE – MANAGER QUICK ACTION CHECKLIST
This Induction Quick Checklist is a one-page reminder for Managers on inducting their casual or sessional employee.
	ACTIVITY
	ACTIONS (WHO/DEADLINE)

	Pre-commencement activities 

	Welcome and Connect 
· Make a Call / Email - contact them
· Location 
· Notify the team (send email if appropriate)
· Plan for Induction: Prepare these arrangements prior to commencement 

	

	Commencement – First day 

	
First Day – Meeting Point: Have someone ready to meet and welcome the new team member. 
· Show them to their Workstation/Office space 
· Tour of the campus or local area facilities (toilets, lunch, kitchens, food outlets) 
· Team Introductions 
· Resources: building access card, get staff id card (online) 
· Safety and Compliance requirements  
· Help establish social networks: team coffee or arrange team lunch together 

	

	Commencement – First week 

	Safety and Compliance/Accountabilities
· Health and Safety (key policies/induction e.g. annual fire safety, H&S Induction)

	

	Communication 
· Our Team (introductions, the way we work, communication tools and platforms)
· Wider Organisation Communications (the way Griffith works, networks, stakeholders)
	

	Development /Performance
· Performance and Impact
· On the Job Training and Development
· Job Specific/Technical Needs
· Ethical Conduct
	

	Griffith Business Model 
· Mission and Values - Build knowledge and understanding about Griffith
· Teaching and Learning
· Research
· Partnerships (Internal/External/Student Alumni, Social Networks)
· Funding Model / Establishment
· Griffith Systems
· Staff Benefits
· New to Tertiary Sector
	


INDUCTING A CASUAL/SESSIONAL EMPLOYEE – MANAGER CHECKLIST
This Induction Checklist covers in detail the activities a team leader and their casual or sessional employee need to complete to ensure the employee feels welcome in the workplace, understands the business, how their position will contribute and what is expected from them, and that they have access to everything they need to perform their job well. 
Note: This checklist is intended as a guide and will complement (not replace) all other Onboarding tasks. Please be aware it is your responsibility to review and complete all other necessary compulsory onboarding tasks for the individual.
Pre-Commencement
WELCOME AND CONNECT (Person first approach) 
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	·  Make a call or send an email    
 
Welcome the casual/sessional team member to Griffith and to the Team. 

Let them know you and the team are excited to have them on board and looking forward to them starting.  Answer any initial questions they may have.
(Purpose here is to make them feel welcome, answer any questions and re-enforce they will be contributing to the team efforts).

Considerations:

· Location       Where will they be based? 
On campus/s or working off site (remote) or a combination of both?
(If working off site what will their induction look like – connecting to the team, introductions to clients, on site visits, training on systems or equipment.)

Some general questions they may have: 
· What are my working hours, span of hours?
· What is the makeup of the immediate team? Who will I be working with?
· What will I need to bring on my first day?
· Is there a dress code here? 
· What are the equipment and resource needs? – furniture, phones, computer/laptop, stationery
· Parking - as parking can be challenging at various times of the year, check in to see if they have arrangements in place for getting to campus and provide suggestions.
· How do I complete a time sheet? How and when will I get paid?

Online Engagement
· Complete a Hire Casual/Sessional Online Engagement form 
(Located on the My Staff Page – Recruitment – Hire Casual/Sessional)

Quick links: Salary Rates, Payment Schedule and deadlines 2022
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	· Notify the Team       

Share the news with the rest of the team. 

· Send a welcome and introduction email (as appropriate) with useful & appropriate information about their new colleague and when they will be commencing, working hours and who they are working with. (See Template example) and invite your team to introduce themselves and help make their new colleague welcome.
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	· Plan for Induction: 
Consider what may be appropriate for this individual and prepare these arrangements prior to commencement.

· Sessional Staff Induction Workshops. Many Groups run a Sessional Staff Workshop. Invite your team member to join the workshop if they are new to Griffith or new to Sessional teaching. *This is paid time and listed as other academic activity rate to attend a workshop. 

First Day 
Meeting Point, Building swipe access card (Facilities Assist – Create Request – Security and Access), team introductions, Workstation/Office/Community or Hot Desk access, campus or local area facilities orientation (campus maps or Griffith Mobile App to find their way around).  
Onboarding Tasks – Safety and Compliance requirements.

First Week  
Onboarding Tasks, Safety, Security and Compliance requirements. 
Meeting and Introductions to key Colleagues/Stakeholders who can add context and value to how the role operates. 
Arrange access and training to relevant Systems and Systems Training 
Work requirements and expectations and any key goals or outcomes for the casual/sessional employment term

Timesheets and Staff Payment Process

· Check all HR relations documents and forms have been submitted to HR Payroll 
by 5pm Wednesday prior to a pay week to ensure the staff members details will be added to Peoplesoft system and ready to pay your team member once the timesheet is entered and approved by the supervisor. 

TIP: allocate time to address process disruptions i.e.; final approver on leave, timesheet admin errors. Consider a 24-hr lead time when escalating to Payroll or HR Systems

Quick reference: Payment Schedule and Manager approval cut off deadlines.




Commencement – First day
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	1st Day – Meeting Point:

Have someone ready to meet and welcome the new team member.

· Show them to a Workstation/Office/Hot Desk space, if appropriate.

· Tour of the local area facilities (toilets, lunch, kitchens, food outlets).

· Team Introductions as appropriate.

· Resources: building access card, get staff id card (online application).

SAFETY AND COMPLIANCE 
Legislation required an individual to sight the evacuation diagrams for the building and be advised on the evacuation procedures e.g. location of exits, stairs, location of assembly points, point out firefighting equipment.

· Help establish social networks: team coffee or arrange team lunch together.

· Touch base at the end of the day to see how they are going and if they have any questions.

Pay process:

· Entering a Time Sheet (For casual staff) for approval – ensure your staff member has access to instructions on how to enter their time sheet for approval and is aware of the Payment Schedule and approval deadlines. 

TIP: be familiar with the payroll deadlines to ensure your staff member gets paid on time. Consider scheduling yourself a reminder for the Monday of the week Timesheets need to be approved by *Friday 5pm week prior to a Pay week*

Are you going on Leave? 
If you are planning leave set up an approval delegation for the casual timesheet approvals so the team member is not impacted by delays in approvals and payment. 
See Administer Delegation Guide. NOTE - administer delegations cannot be applied to Sessional appointments, these requests need to be submitted to HR systems (payroll@griffith.edu.au). Recommended minimum lead time 48-24 hours.






Commencement – First Week
[bookmark: _Ref73514969]SAFETY AND COMPLIANCE / ACCOUNTABILITIES
	[image: ]

	Health and Safety 
· What are the key hazards that may be unique to this person’s role or work environment that they will need be aware of? 
· What are the key policies or procedures I need to point out in the H&S Management System Framework? 
· Do they need to complete special modules to gain access to specific sites?
· Do they need to complete a Personal Emergency Evacuation Plan (PEEP)? This needs to be completed by anyone who may require assistance during an emergency evacuation. See Griffith's  Fire and Emergency Information website  and download and complete the Personal Emergency Evacuation Plan (PEEP) form.
· *Safe Campuses What do they need to know to be safe and support the safety of others on Campus including Personal health and wellbeing support: EAP provider: Access Converge International services and access (*1 July 2023 Announcing our new Employee Assistance Program provider (sharepoint.com)



COMMUNICATION
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	Our Team:
· What are the communication practices in our team? 
· Absences: what is the process for this person to advise if they are unwell or not able to work?
· What tools do we use and how do we use them? (Phone /Email/ Chat/MS Teams/Stand ups/ Check in / Other?)
· Team culture and principles– include information around this on how to do it successfully.


Wider Organisation Communications 
· What are appropriate ways of communicating with our clients, students and colleagues?
· Share Internal Comms Resource: Internal Communication Hub and Griffith Staff News (SharePoint sites) – Messages from the Vice Chancellor (ie Townhalls, emails)
· How do we keep up to date with key priorities in this organisation – MS Teams, Townhalls, University Committees, websites and emails 
· Group/Portfolio Teams sites and Websites e.g. Corporate Services staff (the CS Hub; Griffith Business School’s GBS Community Teams site) 
· Other University support networks or community of practices can be an effective way for our casual and sessional colleagues to feel part of the wider community some examples: Griffith Ally Network and First Peoples Staff Network, Justice, Equity, Diversity and Inclusion Community of Practice - JEDI, L&T Engagement Community,  Griffith Sports Events.

Griffith Terminology –  Acronyms are confusing so what are key acronyms they might run into in their role (use the list below to add to or remove what is not relevant?



ROLE EXPECTATION / DEVELOPMENT 
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	Performance and Impact 
· What is required of this person – tasks and output, timeframes, training or resources needed to perform the work at a good standard.
· As appropriate: Discuss the person’s and the role’s contribution and impact to University Strategy, to customer outcomes and team performance and culture. Increase their knowledge and understanding of any Key KPIs, targets and standards or service levels.

On the Job Training and Development 
· Identify what training is appropriate for this person/role.

Job Specific / Technical needs 
· What will they need access to? For example, job aids, buddy experts, mentors, jobshadowing ,  Microsoft 0365

Professional Development or Griffith Specific Training 

· LinkedIN Learning – all staff including active Casual and Session have access to use our license.
· Staff Training & Leadership Sharepoint and Calendar 
· Self Paced course: Navigating Staff Development Supports and resources at Griffith 
· Leadership Capability Framework and Capability Development Framework 

· Future Talent Pool: Discuss Career Aspirations - Why Griffith, Why Casual or Sessional Role? Where to from here? (This will be a key source of information to their motivations and what is important, what they value are they looking for a future career or more permanent work with Griffith?)

Ethical Conduct 
· Compliance requirements and individual rights within the Code of Conduct and call out any specific local or role-related risks or considerations
· Local team values and code of conduct/fraud/critical role requirements
· Inclusive language practices
· Confidentiality and privacy and access to data






GRIFFITH BUSINESS MODEL
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	Mission, Values and Structure

· Talk to what we value here – diversity, First Peoples, scholarship, connections with Asia Pacific – what does that mean for team and the work you do?
· How will your new team member contribute to this?
· Help them Get to Know Griffith - Understanding the structure, how the different portfolios connect and support the Organisation and Strategic Plan and
· Establishment Management Framework

· Build knowledge and understanding about Griffith 

· About their Group/Portfolio/School or Department
· About the Team
· About the Role
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	Teaching and Learning
· Learning and Teaching Support Website and Learning & Teaching Engagement Community to Chat with Colleagues.
· Professional Learning Workshops.
·  Academic Group L&T Consultants for advice and assistance and for your Academic Group support site.
· Using Learning @Griffith, Inclusion, disability and accessibility resources
· Migration to the new Learning Management System: CANVAS
· Library Support Services for Teaching.
· Why Griffith Credentials - links to Industry, Employability agenda.
· How do we connect with colleagues in Student Life Services and other Departments support Teaching, Learning and Wellbeing along with the success of all students.
· Faculty Centre resources for Program Directors and Course Convenors.
· Key policies like Student Review and Appeal and Academic Integrity.
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	Research
Academic staff: How will this person drive their Research? 
Early career researchers should complete the Developing your online research profile training module.
Research Profiles – showcase your research (Griffith Experts, ORCiD, ResearchID)

Professional staff: If this role is providing support or strategic input to the Research agenda who will they be supporting? Key dates or key timeframes in the annual calendar?

· Make them aware of the Support and Education Services - Office for Research.
Direct them to completing Griffith New Research Induction Guide
(Setting up their Online Research Presence at Griffith, know where they can get grant or commercial partnerships support and advice, access RED (Researcher Education and Development), be aware of data management and high-performance computing and the relevant ethics, policy, and integrity or HDR Supervisor training.)
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	Partnerships and Engagement

Internal Partnerships
· Talk about the Structure and Governance and how this relates to your Group and Team.
· Who will this person be needing to work closely with, peers or other managers, groups? 
· What are the key pieces of information that the staff member will need to know about working with these groups?  
· Are there internal client groups that you need to introduce this person to? 
Corporate Service Partnerships and service catalogue or Student Life Services and Departments support Teaching, Learning and wellbeing and success of all students.

External Partnerships
· What external partnerships will this role be supporting? 
· Will they be working or supporting International or industry partnerships? 
(Direct them to completing the Engaging Securely with International Parties training). 
· Have they access to the relevant contact points and knowledge management – handover points from previous work with this client? 
· Do they need special access to databases or client files? 
· How will you introduce them to your external partners? 

Student Alumni - How do we engage and support our alumni?

Social Networks: Connecting with Industry to promote Griffith activities, alumni and successes use Griffith LinkedIn: https://au.linkedin.com/school/griffith-university/.
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	Funding Model

How do we bring money into this organisation?

· Research Grants
· Alumni - Alumni support the university in myriad ways, including donations and volunteering
· Staff Giving - Staff giving community supports students facing financial hardship to continue their studies with pre-tax donations.
· Teaching and Government allocations – (Teaching Allocation Tool - TAT) 
· International scholarships, Scholarships and Giving
· Finance contact points and supports – Financial Management
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	Griffith Systems

Support Services

IT Help Phone - 55555 or Website IT Service Centre Help.

People Support Team (HR & Safety) - (07) 373 54011 or hrandsafety@griffith.edu.au. 

Finance Service team email finance@griffith.edu.au and number 55444.

What are the Griffith Systems that they will need to access or use regularly?

PeopleSoft access - *Complete request prior to staff starting or on day one as it can take a couple of days to be approved.

Staff Portal - access to My Finance Page, My Staff Page, worklists, staff announcements.

Student Systems Training - Timetabling - Learning at Griffith - using Organisations, Collaborate.

Planning and Statistics Portal – reporting and data, academic dashboard e.g. PSP, Tableau.

Finance - Ensure you have access to the finance system by following these steps
1. Finance Service team email finance@griffith.edu.au and number 55444 
2. Finance Training: new starters will be invited to attend Financial Training for more information or help financetraining@griffith.edu.au
3. How do you find our business partner for advice?
4. Information about using a corporate credit card – e.g. how to apply, what you can buy Credit cards, GriffithPAY (Securely purchase Griffith products 24/7), Concur (Expense management service)

Human Resources  – My Staff page (Book training, leave requests, manage your personal profile, payslips, my performance) GSafe (Reporting incidents and hazards in the workplace).

Logistics: Catering - Printing - Roombookings, Vehicle Bookings  Audio Visuals 

Remarkable Hub Branding: Templates for presentations, email signatures, teams backgrounds, marketing.

Local systems used

· Cherwell and ticketing systems – IT and HR Tier 0 Support
· Phone answering protocols – greetings, voice mail usage etc
· Key spreadsheets/Databases
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	Staff Benefits  
Share some of the benefits of being a staff member!

· Food
· S06 Ship Inn Restaurant South Bank – Owned by Griffith and staff receive 20% off food and 10% off Drinks (*Need to show Staff ID Card)

· Salary packaging arrangements can be considered for 
Superannuation, University Parking and University Childcare. 
· Family Support Our Nathan campus Child Care Centres offer quality education and care for children from 3 months of age to 5 years, 7.30 am to 6 pm (Monday-Friday).
· Purchasing Personal Computers – Education Discounts
· Knowledge Library Membership – Staff borrowing
· Culture: Concerts and Events or  Art Exhibitions

· Health Clinics and Griffith Wellbeing Program
· Gyms – (Nathan, Gold Coast Logan workout room) discounted membership/salary sacrifice
· Pool – Mt Gravatt, Gold Coast
· Tennis courts – Mt Gravatt & Squash Courts Nathan
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	New to Tertiary Sector
Many of our new employees come from outside of this sector.  Help them to understand what can influence decisions across the industry and sector we work in. 

· What might the person need to know about the Tertiary Sector that will help them understand their role or the peer roles in this sector or external networks they may benefit from collaborating with. 

· Are there external networks they will need to connect with?

· Tertiary Education in Australia this Wikipedia article provides an overview of the Tertiary sector in Australia and talks to Funding, Quality Standards, G08 flagship Universities, Governance, Government performance measures.
· Universities Australia is a peak body which provides expert policy advice, analysis, statistical evidence and media commentary on higher education. 
· Association for Tertiary Education Management run events and development programs for the sector which focus on Understanding the Sector, Connecting People in the Sector, Growing Careers and Building Professionalism in Tertiary.
Australia Government – Higher Education System understanding budgeting and standards
· AHEIA is the employer association for the higher education sector, providing advice, assistance, and representation to its members on workplace relations matters as well as providing a range of learning and development services.
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[bookmark: _Griffith_Terminology]Griffith Terminology
	Terminology 
	Meaning 
	Terminology 
	Meaning 

	University Roles
	
	
	

	VC 
PROVOST
	Vice Chancellor 
Provost
	Group 
	Academic Faculty (e.g. Griffith Health or Health Group) 

	DVC 

DVC(E)
	Deputy Vice Chancellor (Research) 
Deputy Vice Chancellor (Education)
	Element 
	School, Department, Centre, Institute, Office 

	VP 
	Vice President
	HOE / HOS  / HOD
	Head of Element / Head of School  / Head of Department

	PVC 
	Pro Vice Chancellor (e.g. Health) 
	RCD
	Research Centre Director

	COO
	Chief Operating Officer
	 
	 

	CFO
CDO
	Chief Financial Officer
Chief Digital Officer
	Director
Associate Director
	Director
Associate Director

	Academic Groups
	
	
	   

	AEL
	Arts, Education and Law
	HTH
	Health Group

	SCG
	Griffith Sciences
	GBS
	Griffith Business School

	Academic Career and Promotion
	
	
	

	ASP 
	Academic Studies Program 
	AMRP 
	Academic Manager Review Plan 

	AEDP 
	Academic Equity Development Program 
	ASCD 
	Academic Staff Career and Development  

	Appointment 
	
	Case Management 
	

	ASCC 
	Academic Staff Consultative Committee 
	IM 
	Injury Management 

	PSCC 
	Professional & Support Staff Consultative Committee 
	RTW 
	Return to Work 

	RFA 
	Reversible Fractional Appointment 
	SD 
	Suitable Duties Plan 

	FWA 
	Flexible Working Arrangement 
	WC  
	Work Cover 

	FT/PT/CA 
	Full Time / Part Time / Casual 
	TI 
	Temporary Incapacity 

	EFT 
	End of Fixed Term 
	PI 
	Permanent Impairment 

	
	
	UF 
	Un-fit for work 

	HDA
SECONDMENT
	Higher Duties Allowance
Between Element temporarily vacant position
	IME 
	Independent Medical Assessment 
 


[bookmark: _Senior_Leader_Appointments]NOTE: If coming from another Tertiary Institution what can be referred to as Faculties is called Groups at Griffith and that instead of Faculty Executive Deans, we have Group Pro Vice Chancellors.


EXAMPLE OF HEALTH INDUCTION PRACTICES
Subject: Griffith Health Sessional Staff Workshops - Trimester 1, 2023
Dear Colleagues,
Please find below details about a workshop for sessional staff who are new to teaching in Griffith Health. Please forward this email to any new sessional staff members you will be supervising in Trimester 1, 2023. Please note that the workshop is not intended for off-campus clinical facilitators.
Sessional staff members, including tutors, demonstrators, and teaching assistants, are an important part of the Griffith Health academic community. If you are a sessional staff member in Griffith Health and are new to teaching in higher education, you are required by the University to attend workshops offered by Griffith Health OR equivalent training provided by your School.
In 2022 the Sessional Staff workshop will be conducted as a 'flipped classroom'. This means that participants will be required to complete some short online modules (1 hour) before attending a synchronous, ONLINE workshop (2 hours plus extra time for a break).  Participants should note that they will be paid by the respective school for these 3 hours of training.
We will send participants a link to join a Microsoft Team as registrations are processed.
Participants must complete the modules and the quiz before attending the workshop. 

Workshop Details - Online in Microsoft Teams
Option 1 - Tuesday 8 March 1800-2030 (workshop is 2 hours with a break) OR
Option 2 - Wednesday 9 March 1800-2030 (workshop is 2 hours with a break)
Participants should register to attend by completing this online form. Please read the instructions carefully.

If you have any questions, please do not hesitate to contact me.
Kind regards,

EXAMPLE OF WHAT A SESSIONAL WORKSHOP MIGHT COVER
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CCJ Sessional Orientation: Agenda

9:30-9:15: Welcome and Introductions

9:15-11:00: Running a Tutorial Session w/Dr. Lacey Schaefer

BREAK (Have lunch! Mark an assessment!)

12:00-1:00: L@G w/ Dr. Sophiaan Bin Subhan

1:00-2:00: Marking and Moderation w/ A/Pro Nadine Connell & Head Tutor Emily Waters

2:00: Q&A




image3.png




image4.png




image5.png




image6.png




image7.png




image8.png
o]
m&

6





image9.png




image10.png




image11.jpg




image12.png




image13.png




image17.png
UNIVERSITY

Queensland, Australia




