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	The University of

Southern Queensland


	Human Resources

http://www.usq.edu.au/resources/cas_appoint.doc 

Enquiries: (07) 4631 1878

Facsimile: (07) 4631 2829


Casual Appointment
	APPOINTEE DETAILS (Please complete in full for each casual engagement)

	Title:
	
	Full Given Names:
	
	Last Name:
	

	

	Address:
	
	Postcode:
	

	

	Home SYMBOL 40 \f "Wingdings":
	
	Business SYMBOL 40 \f "Wingdings":
	
	Date of Birth:
	
	· Male
	· Female

	

	· Aboriginal Origin
	· Torres Strait Islander Origin
	· Aboriginal and Torres Strait Islander Origin
	· Neither

	

	· New USQ Employee
	· Previously Employed by USQ
	· Current USQ Employee

	

	If Current USQ Employee, please indicate:
	
	
	Employee ID Number:
	

	

	Position:
	
	Type of employment:
	
	Period of employment:
	

	

	· Close Relative of USQ Employee - Relationship:1
	

	

	Emergency Contact:
	Name:
	
	Address:
	

	

	
	Postcode:
	
	SYMBOL 40 \f "Wingdings":
	

	


	EMPLOYMENT DETAILS

	From:
	
	To:
	
	Section:
	
	HR Dept ID:
	

	

	· Academic Staff Appointment
	· General Staff Appointment
	Supervisor:
	

	

	Classif
	Hourly Rate
	Hrs per F/n
	No F/n
	Total Hours
	Course No
	Fund
	Financial

Dept ID
	Pro-

gram
	Project

(if applicable)
	Commit
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	Detail specific reason for appointment::
	
	

	
	
	

	

	Position Description
	Qualifications  (For ACADEMIC EMPLOYEES ONLY) 

	· Position Description or Duty Statement attached
	· Original or certified copies attached
	· Previously submitted to HR

	· 
	Highest Qualification:
	

	
	Institution/Place of Qualification:
	

	
	

	Right to Work in Australia 

I have checked the appointee’s right to work in Australia.  Copies or other records of documents used to determine work rights are attached as proof.

______________________________     ________________     ______________________________     ____/____/____


     Employee Name


            Employee ID

  Employee Signature
 
         Date




	APPROVALS

	______________________________   ____/____/____                   _____________________________        ____/____/____

               Category 4 Delegate
        

Date
        
          Other Necessary Approvals, if applicable2                Date


	ACCEPTANCE BY APPOINTEE

	I accept the above appointment and agree to its conditions as outlined on pages1 and 2 of this form.  
	_________________________  ___/___/___

                         Appointee Signature                                    Date


	HUMAN RESOURCES

	· This appointment is in accordance with clauses 13.3 and 13.4 of The USQ Workplace Arrangements 2000 - 2003.  

· A copy of this form has been distributed to the Cost Centre.

	Position No:
	
	Entered:
	
	Checked:
	


Casual Appointment Information

Instructions

· Use this form to appoint an employee for either full-time or fractional employment for a period not normally exceeding one month.

· Where engagement of a general employee is for longer than one month, use the Fixed Term (Non-Continuing) Appointment form.

· Where an academic employee will have an equivalent workload equal to or more than a 0.2 fraction on a regular pattern, use the Fixed Term (Non-Continuing) Appointment form.

· Complete this form in the employing cost centre and obtain the signature of the Dean or Director (Category 4 Delegate). 

· Check the appointee’s right to work in Australia (obtain proof).

· Obtain an acceptance from the appointee and provide the appointee with a copy of the form.

· Forward the form to Human Resources for action.  

· A casual employee must not start work at USQ until this form has been completed and approvals obtained.

· A Casual Employment Payment Claim form must be completed and submitted to Payroll for the appointee to be paid.

Notes

1. If the proposed employee is a close relative of the person recommending the appointment, the Vice-Chancellor's approval is required.

2. The Vice-Chancellor's approval is required as in 1 above; and when an existing full-time employee undertakes additional casual employment.  The employee is required to declare in writing that either the work will be performed outside their normal hours or that time off has been negotiated with the supervisor and monies transferred to the cost centre.

Conditions of Employment

	Salary
	· General employee salaries are in accordance with Schedule F - General Employee Salaries contained in The University of Southern Queensland Workplace Arrangements 2000 - 2003.
· Academic salaries are in accordance with Schedule B – Casual Academic Employee Salaries contained in The University of Southern Queensland Workplace Arrangements 2000 - 2003.  Lecture and tutorial rates include a time allowance for associated work such as preparation, marking and student contact.

· Includes a loading to compensate for conditions only applicable to permanent employees.

· Pay is automatically deposited into nominated account.

	Superannuation
	· In accordance with the Tertiary Education Superannuation Scheme (TESS).

	Duties
	· As advised by the Dean/Director and in line with the attached position description or duty statement.

· Performance of a broader range of duties as associated with the position may be required as under Clause 21 Functional Flexibility of The University of Southern Queensland Workplace Arrangements 2000 - 2003.

	Hours of Work
	· As agreed with the Dean/Director and in accordance with USQ policy.

· Total hours approved is a reasonable estimate based on anticipated workload, and may be varied if required.

	Meal Breaks
	· A daily meal break of between 30 minutes and 60 minutes may be taken, not earlier than three hours and not later than six hours from commencement of duty.  This meal break will not count as working time.

· A general employee who works in excess of four hours in a day will be allowed one rest pause of 20 minutes duration in the first half of the working date.  Rest pauses are to be taken at a time convenient to the University.

	Other
	· Appointment is contingent upon work being available and performance meeting required standards.

· This contract of employment is not renewable.

· Notice of one hour will be given either by the casual employee or the University to terminate employment.

· For academic employees, this appointment is subject to the employee providing original or certified copies of qualifications upon commencement of duties.

· Any intellectual property created by an employee in the course of this employment will be covered by the Intellectual Property Policy of the University.

· New employees must participate in an induction program covering workplace health and safety and work unit operations.

· For your information, I advise that the University is a party to The University of Southern Queensland Certified Agreement 1997-1999.

· In addition, a number of matters not covered by this Agreement have been determined by the University and are to be read subject to The University of Southern Queensland Workplace Arrangements 2000 – 2003, and The University of Southern Queensland Act 1998 (as amended). There are also By-laws and Regulations made from time to time in accordance with that Act, Resolutions of Council and the Academic Board (as amended) as well as various University policies and guidelines (as amended) which apply to all members of staff, eg policies which prohibit smoking in the workplace.
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