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Contact for Enquiries and Proposed Changes
If you have any questions regarding this document contact People Talent and Culture via
askptc@enquiry.unisa.edu.au

Revision History:
This document is effective on and from 28 September 2021 and replaces all previous versions of the
Guidelines for the Management and Administration of Casual Employment.
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Introduction
The Guidelines set out the administrative processes for casual employment and provide relevant
employment information to support casual staff. They are developed to support managers and the
University’s Academic Services Support teams in the administration and management of casual
employment.
Casual employment provides a valuable mechanism to support the University of South Australia’s
workforce planning in particular where there is a need to respond to short-term needs or where work is
intermittent. Staff are engaged on a casual basis to support needs at peak work periods, to cover shortterm absences or for identified tasks. Casual employment is only one form of employment. The other forms
of employment provided for in the University of South Australia Enterprise Agreement 2019 (and/or its
successors) should be considered prior to arranging Casual Employment Terms of Engagement.
This Guideline complements the Systems User Guide for the Casual Administration System by focusing
more explicitly on the administration of casual staff, whereas the Systems User Guide to the Casual
Administration System concentrates on the operational use of the Casual Administration System (CAS).
The Casual Administration System
The University’s Casual Administration System is a web-based human resource system designed specifically
for the administration and management of casual staff. It links to other critical Human Resource (HR)
systems such as those administered by Payroll and Business Intelligence. Managers have control over
casual employment through the tracking and reporting functions within the system.
The system enables authorised users to:
view casual staff member’s details
•
create Casual Employment Terms of Engagement for all staff
•
•
print Casual Employment Terms of Engagement
•
close and/or suspend Casual Employment Terms of Engagement
•
view Casual Employment Terms of Engagement for all casuals
•
enter timesheets directly for payment
•
have increased control over the payments for casuals using the auto payment method
generate detailed reports regarding casuals and financial commitments
•
•
view claims and Casual Employment Terms of Engagement to reconcile pay rates in accordance
with audit requirements.
The CAS records employee details, eliminating the need for the completion of Human Resource forms for
casual employment. All Casual Employment Terms of Engagement and timesheet templates are generated
from CAS.
Access to the Casual Administration System is provided only to those University staff who are required to
administer casual employment. Therefore, access to the CAS requires approval from Executive Deans,
Unit/Research Institute Directors or General Managers.
If required, staff within a Unit’s Academic Services Support team who are requesting Casual Employment
Terms of Engagement or the business unit may be afforded a broader scope of access, depending on the
administration requirements of their position. For example, if a staff member is required to maintain casual
data for multiple Units or Portfolios, the requisite breadth of access will be provided, subject to approval
from relevant Units and Portfolios.
View access is provided to all authorised users. All data entered in CAS has an audit log created to identify
the operator and time of entry.
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Recruitment of Casual Staff
Approval to recruit staff within the University must be in accordance with the Vice Chancellor's
Authorisations Framework. Managers should note that the local area might have specific approval
processes that need to be followed. Please seek clarification from the local People, Talent and Culture
Business Partner or General Manager.
Casual staff are found through a number of sources including:
• professional association with University staff or work area
• graduates
• postgraduate students
• advertisement to establish or supplement an existing database of staff
• industry contacts.
A current resume should be obtained to ensure appropriate selection of candidates and for staff records.
Child Safety Legislation
The University of South Australia reviews all roles to determine if the occupants are required to hold a
working with children check in accordance with the Children and Young People (Safety) Act 2017 (SA), Child
Safety (Prohibited Persons) Act 2016 (SA) and Child Safety (Prohibited Persons) Regulations 2019 (SA).
A casual staff member can be required to have a current criminal history assessment prior to
commencing employment. This may include:
•

A Working with Children Check conducted by the Department for Human Services (DHS) Screening

•

A National Police Check (for specified roles only)

•

An interstate Working With Children Check

•

A Statutory Declaration

•

Teacher Registration

Unit

Re-employment of Staff following Redundancy
Staff who have separated from the University within three years under redundancy or pre- retirement
provisions are not eligible for re-employment by the University without the approval of the Executive
Director: People Talent and Culture. The local People, Talent and Culture team can provide advice if
required before finalising any offer of employment.

Audit requirements
It is the responsibility of the University of South Australia (UniSA) Management, through the authorised
delegate, to ensure that all casual payments are accurate and bona fide. Supervisors and authorisers are
accountable for approvals for casual employment and due diligence must be applied.

Casual Employment Terms of Engagement

Prior to a casual employee (Academic, Professional, Security and Grounds) commencing duties, a Casual
Employment Terms of Engagement is generated through the University’s online Casual Administration
System. The Casual Employment Terms of Engagement is forwarded to the relevant University delegate for
the area (in accordance with the Vice Chancellor’s authorisations Framework) for approval and sent on to
the staff member to accept electronically.
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Casual minimum engagement periods
Effective on and from 18 July 2019, the University of South Australia Enterprise Agreement 2019 (the
Agreement) includes minimum engagement periods for casual staff members.
The following table sets out casual minimum engagement period entitlements:
Category

1.

Academic staff

2.

Professional staff

3.

Student – performing work on
campus/University premises during the
SP2 and SP5 teaching weeks
Student – performing work on
campus/University premises outside the
SP2 and SP5 teaching weeks, on a day
that they are expected to attend the
University as a student
Casual staff member has a primary
occupation
Performing work from home

4.

5.
6.

Minimum engagement period for each
occasion the staff member is required to
attend the University
2 hours – unless one of Categories 3-6
referred to in this table apply
3 hours – unless one of Categories 3-6
referred to in this table apply
1 hour

1 hour

1 hour – unless Category 6 applies
No minimum engagement period

Below is some further guidance to determine the applicable minimum engagement period and how it may
be applied for a particular staff member as identified in the table above:
•

Each occasion: The minimum engagement period applies for each occasion that the staff member
is required by the University to attend work on campus or other University premises. Therefore,
more than one minimum engagement period can apply in a single day.

•

Academic staff: For academic staff, the two hour minimum engagement period includes delivery
and additional hours, preparation and associated working time including agreed duties provided for
in Schedule 3 (Casual Academic Staff Conditions) of the Agreement.

•

Working from home/not required to attend the University to perform the work: Where a staff
member is not required by the University to attend work on campus or other University premises to
perform the casual work, for example, if they are allowed to perform the work at home, then no
minimum engagement period applies.

•

Casual staff members who are also students: For students of the University engaged under
Casual Employment Terms of Engagement the minimum engagement period is one hour provided
that the work they are engaged to undertake:
o
o

•

is within the SP2 or SP5 teaching weeks; or
is on a day where the casual staff member is expected to attend the University
campus/premises in their capacity as a student.

Casual staff who have a separate “primary occupation”: There is no concrete definition of
“primary occupation” in the Agreement. While not absolute, the following guiding principles can be
used in determining whether a staff member who has employment in addition to their casual role
with the University, has a “primary occupation”:
o

Is the other work first or highest in rank or importance?
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o
o
o

Is the other work full-time?
Is the other work part-time and does it involve more hours and remuneration than the
UniSA casual work?
Is the other work of a higher level?

Answering “yes” to any of the above questions may suggest that the other work is more likely to be
considered a “primary occupation”. However, case by case assessment and scrutiny will be required.
If a staff member has multiple casual roles, they may have no “primary occupation” unless one of
those roles is longer term, has a higher level of remuneration and is more senior than the other.
When creating new Casual Employment Terms of Engagement , you could consider asking the staff
member to assist with compliance with the casual minimum engagement clauses including (but not limited
to):
•
•

•

Is the staff member a current student of the University?
If they are a student and their Casual Employment Terms of Engagement require them to perform
duties outside of the teaching weeks in SP2 and SP5, ask them whether for any of those days they
will be expected to attend the University campus or other University premises in their capacity as a
student (for example but not limited to: to participate in formal course work; additional work
required to be undertaken as part of post graduate studies etc)?
Does the staff member have a “primary occupation” either with or outside of the University?

In creating Casual Employment Terms of Engagement, where there is potential that the staff member may
not work for the entire minimum engagement period on a particular occasion, (for example, if they work for
only one hour when the minimum engagement period is two hours), you will need to create a new “Line of
work” against which the staff member can claim additional hours up to the relevant minimum engagement
period should the actual work they perform not meet the minimum engagement requirement. Further
detail regarding how to set up the new “Line of work” is set out in the System Guide for Casual
Administration Processes.
It may be necessary to consider the application of this step to create a new Line of Work when setting up
Casual Employment Terms of Engagement for the following casual staff members:
•
•

All professional staff;
Any academic staff member engaged to perform:
o Clinical teaching with little preparation;
o Studio teaching – art, architecture & design; o
Other academic activity;
o Assessment which is required to be undertaken on University campus.

However, whether the additional line of work is necessary depends on the pattern of engagement of the
staff member and whether the staff member works from home, is a student of the University or has a
primary occupation. Below is a flow chart which will assist you to determine if the additional line of work is
required for a casual staff member:
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This process is not necessary for academic staff who perform only lectures (specialised, developed, normal
or repeat), tutorials (first or repeat) or normal clinical teaching because they will be engaged for at least
two hours per attendance as the additional hours are already built into their rate of pay. However, if a staff
member is engaged for lectures and “other academic activity”, then it may be necessary to create a new
line of work in setting up the Casual Employment Terms of Engagement to account for the minimum
engagement period applicable to the “other academic activity”.
Where the extra line of work is required, the following number of hours should be allocated to that line of
work:
•

Academic staff member: the “Minimum engagement claim” line of work should be allocated the
same number of hours as the original line of work. For example, if the original line of work is 10
hours of “Other academic activity”, the “Minimum engagement claim” line of work should also be
allocated 10 hours.

•

Professional staff member: the “Minimum engagement claim” line of work should be allocated
the double the number of hours as the original line of work. For example, if the original line of work
is 10 hours of “Les Mills Body Pump HEO 1”, the “Minimum engagement claim” line of work should
be 20 hours.

•

Staff member is a student or has a “primary occupation”: as for academic staff members, the
“Minimum engagement claim” line of work should be allocated the same number of hours as the
original line of work.
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The span of the Casual Employment Terms of Engagement should be of sufficient duration to cover the
entire period of potential activity. Casual staff must not undertake any duties outside the Earliest Potential
Engagement date and Latest Potential Engagement date recorded in the Casual Employment Terms of
Engagement. It is not possible to extend Casual Employment Terms of Engagement – if the casual is
needed to work beyond the life of the Casual Employment Terms of Engagement then new Casual
Employment Terms of Engagement need to be created for this new work period.
For this reason, it is important to consider the casual minimum engagement periods when creating Casual
Employment Terms of Engagement to ensure that the maximum number of hours available take in to
account the required minimum periods of work.
The Casual Administration System has provided that where a staff member will work regular and systematic
hours, prefilled hours on the timesheet can be nominated for payment. The hours still require authorisation
for payment. Where the hours are not regular and systematic, the casual staff member will enter their hours
in the online time sheet to ensure claims can be approved.

Professional, Security and Grounds Staff
Casual staff employed to undertake duties defined as a ‘professional, security and grounds staff’ are paid in
accordance with the classification of the duties for the relevant position. Casual staff receive an hourly rate
of pay, incorporating a 25% loading to compensate them for not having an entitlement under the National
Employment Standards, the Enterprise Agreement, or the Casual Employment Terms of Engagement, to
paid annual leave, paid personal/carer's leave, paid compassionate leave, payment for absence on a public
holiday, payment in lieu of notice of termination, and redundancy pay. Some casual payment rates fall
outside of the normal classification structure e.g. Models. All staff classifications rates are accessible
through BI Reporting.
For assistance to determine the appropriate classification based on the associated duties, please contact
your local People, Talent and Culture team.
The Casual Administration System will only pay a staff member who is engaged on a standard recognised
rate of pay. A casual staff member should be engaged for a number of hours multiplied by the classification
rate, not a lump sum payment.
Overtime and Weekend Rates
Professional, Security and Grounds staff employed as casuals may be entitled to overtime. Casual Academic
staff are not.
If paying overtime, the same provisions for continuing and fixed-term staff are applied to casual staff, i.e.
when working in excess of 7.5 hrs per day or 37.5 hrs per week OR outside the span of hours (7.00am to
7.00pm Monday to Friday). Time worked on weekends (excluding shift work) also attracts appropriate
overtime penalty rates for the day worked, where that time is pre-approved by the supervisor. As with all
staff, the requirement to work overtime should be carefully considered.
Current rates of pay for Professional, Security and Grounds casual staff are available in the applicable
Industrial Instrument or via the Classifications and Pay Rates report in BI Reporting.

Casual Employment for Academic Staff Positions
Schedule 3 of the University of South Australia Enterprise Agreement 2019 specifies the industrial
framework for appointing academic staff on a sessional (casual) basis.
The rate of pay for delivery of services offered to an academic casual staff member will be determined in
accordance with the rates set out in the applicable industrial instrument.
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Employing Research Degree Candidates
Full time research degree students are expected to undertake their PhD/Master as their full time job. For
international students on a valid student visa there may be a limit of eligible hours regarding paid
employment, please ensure you check the working conditions of the visaFor full time candidates who
receive a Commonwealth or University of South Australia scholarship, the conditions of the award of
scholarship state:
“The primary role of full time research degree students is to work on their thesis and complete within the
allocated period of candidature. Candidates will only be allowed to work a strictly limited amount of part
time employment, with the approval of the University, and provided it does not interfere with the
candidate’s study program.
The University may not require a candidate to undertake employment at the institution.
The University’s Research Degrees Committee recommends that full time candidates undertake paid
employment for no more than eight hours per week or for a total of the equivalent of eight hours per week
over a twelve month period.”
In essence, this means that students should not be employed to work more than 384 hours per year,
(students have 4 weeks unpaid leave).

Superannuation
The University will pay 10.0% contributions (calculated on gross earnings) for casual employees.
Superannuation rates are scheduled to increase in accordance with the Superannuation Guarantee
(Administration) Act 1992 (Cth) to up to 12% from 1 July 2025.
For further information relating to superannuation, please contact the UniSA’s Consultant: Superannuation
on 8302 21637 or email superannuation@unisa.edu.au.

Visa checks
No staff member should commence work until his or her VEVO check is confirmed.
Bridging visas – please ensure you have the relevant work entitlement clause in the Casual Employment
Terms of Engagement. Visa expiry (VEVO) checks must be done every 3 months to confirm working
entitlements.
The employer can only confirm Bridging Visas, once the original visa ends i.e. the day after the original
visa ends. Staff and supervisors should be advised of this restriction, as work cannot commence until the
visa is confirmed by UniSA, even though the staff member may have their own Department of Immigration
and Border Protection (DIBP) confirmation that they will be placed on a bridging visa.
Contact our Immigration Consultant for advice regarding visas at vevo@unisa.edu.au
For further information on VEVO visit Employment and Visas.

Taxation Information
Tax File Number Declaration
When undertaking employment with the University, staff are required to provide an Australian Taxation
Office Tax File Number (TFN) Declaration to assist Payroll Services to determine the correct rate of tax
applicable. If staff do not provide a TFN Declaration form to Payroll Services, the highest tax rate is
applicable in accordance with ATO regulations. This is completed within the CAS system through the online
form.
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IMPORTANT
1. Casual staff payments are taxed according to the pay fortnight in which the work was carried out.
For example, EmpowerHR will take into account the tax that was deducted from any payments
made in relation to the fortnight worked.
Any clarification required on taxation for casual staff should be directed to the Payroll Services team.
Withholding Declaration
University staff may choose to submit a Withholding Declaration Form to alter the amount of tax withheld
from payments made to them.
If the staff member has chosen not to submit a TFN Declaration form, a Withholding Declaration Form is not
required.
A withholding declaration form is used
•
•
•
•

to advise a change in Australian Residency status,
to claim or discontinue the tax free threshold,
to advise a HECS debt or to cease a HECS debt,
to claim or vary a rebate or the family tax benefit.

Prior to completing the form, the staff member should read the Withholding Declaration booklet. The
Withholding Declaration Form should be sent to Payroll Services to ensure the correct tax deductions are
made on payments.
Once the staff member submits a TFN and/or Withholding Declaration to the University, the details will
remain current on the system until a new form is submitted or the staff member terminates. The staff
member is not required to submit TFN forms with each claim.
Providing accurate taxation details (including the lodgement of the online form with the CAS Administrator)
remains the responsibility of the staff member.
For more information on the TFN and Withholding Declaration form contact the ATO on 13 28 61 or visit
www.ato.gov.au .

Salary Sacrifice
Casual staff are able to sacrifice a percentage of their salary into superannuation. Elections are made by
completing the Regular contribution to super form, and will apply to future earnings only. Please refer to
the University’s Salary Sacrifice Guidelines and Conditions.

Payroll Deductions
Casual staff are ineligible to access payroll deductions (for example union deductions, car parking).

Workers Compensation
Casual staff are covered by the University’s workers compensation and each incident will be examined on a
case-by-case basis.
For assistance with health and safety information, please contact the University’s Wellbeing and Benefits
team within People, Talent and Culture.
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Journey Insurance
All staff, including casuals, are eligible for Journey insurance.

Professional Indemnity
The University of South Australia provides professional indemnity to all staff including casual staff.

Closing of Casual Employment Terms of Engagement
Do not close Casual Employment Terms of Engagement that have not passed the Latest Potential
Engagement date.
Casual Employment Terms of Engagement which have passed their Latest Potential Engagement date
must be closed. Do not leave them open on the system.
Casual Administration Roles and Responsibilities

Induction of Casual Staff
Induction of casual staff is an important step to ensuring that their employment with the University
contributes to the goals of the local area and the wider University and enables staff to access the required
information (both local and University wide) to assist them to perform their role in the organisation.
The University has developed an induction framework for casual staff. The casual staff program can be
found on the Online Casual Administration website
It is recommended that the local area produce an information kit to be provided to casual staff.
The kit may include the following information:
•
•
•
•
•
•
•
•
•
•

staff names and contact details of who can provide support during employment, this should be a
local area contact
access to photocopying –the procedures at the local level
access to printing –the University and local area procedures for requesting printing
physical facilities –teaching areas: staff rooms: computing facilities: administrative offices etc.
meetings – meetings they will be required to attend
car parking – car parking can they access; where Campus Central is located
textbooks – do they need to arrange for the supply of a particular textbook either through the local
area administration or through the campus bookshop
access to email, internet, IP addresses etc.
accommodation – is there an office assigned to them; do they require room and building access;
do they have access to a voicemail facility
access to online teaching systems if required.

The information kit should also provide induction information relating to teaching and assessment in the
University environment, including relevant academic policy and procedures. This information is provided in
addition to:
•
•
•
•
•

Casual Employment Terms of Engagement (generated from APPIAN)
Conditions of Employment within the University of South Australia Enterprise Agreement 2019
Pay Period Schedule
Online Casual Timesheet submission quick guide
Quick Guide for Sessional Academic Staff (if applicable)
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Monitoring Performance of Casual Staff
The University is committed to ensuring optimum performance of staff. This commitment applies to all
staff, including casuals. The induction process for casual staff should clearly communicate the key
outcomes required and the appropriate assistance available to ensure that quality service and outcomes
are delivered in line with University standards. The University’s Performance Development and
Management Framework sets out the principles for monitoring employee work performance.
Course evaluation requirements are set out in the applicable Industrial Instrument and within University
Policies.

Process Ownership

The Deputy Director: People, Talent and Culture (PTC) has strategic process ownership for casual
administration. Payroll Services or your local PTC Business Partner can assist the operational process
ownership role.
Primary casual support tasks:
The table below outlines the responsible team for the primary casual support tasks:

Academic Unit based staff
UniSA College
Research Institutes
Central Unit based staff
Portfolios

Academic Services Team
UniSA College Academic Services Team
Local PTC Partnerships Team
Local PTC Partnerships Team
Local PTC Partnerships Team

Primary casual support tasks involve:
Timesheets
Guide new casual staff through obtaining network access, timesheet business processes and system
use.
Provide advice to casual staff on the arrangement structure of their Casual Employment Terms of
Engagement and appropriate claiming practices including in relation to minimum engagement periods.
Be the first point of contact for casual timesheet enquiries from casual staff and supervisors.
Monitor the approval cycle ensuring that planned or unplanned supervisor absences are managed
Action approval escalation events to ensure that approvals occur prior to the approval deadline.
Casual Employment Terms of Engagement requests
Initiate the Casual Employment Terms of Engagement request
Ensure that casual minimum engagement periods are considered in creating Casual
Employment Terms of Engagement
Interpret system warning messages and ensure Casual Employment Terms of Engagement
requests are in-line with the Enterprise Agreement and relevant recruitment guidelines
Be the first point of contact for casual staff accepting their offer of employment
Monitor the request process to ensure the timely issue of Casual Employment Terms of
Engagement to casual staff members

People, Talent and Culture: PTC Business Partnerships responsibilities
(In addition to Primary support tasks outlined above)

Timesheets
Respond to enquiries about timesheet business process and the status of timesheets lodged online
Action approval escalation events to ensure that approvals occur prior to the approval deadline
Respond to enquiries about minimum engagement periods
Casual Employment Terms of Engagement requests
Facilitate Criminal History Assessments for new casual staff
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Review Casual Employment Terms of Engagement requests deemed requiring PTC endorsement to
ensure they are consistent with operational guidelines (including Negotiated Rate, Adjuncts,
Autonomous sanctions and employees with a previous redundancy)
Provide support to local areas regarding the application and impact of casual minimum engagement
periods
Provide advice to Academic Units on relevant recruitment guidelines
Support training of PTC staff responsible for verifying Casual Employment Terms of Engagement requests.

People, Talent and Culture: Payroll responsibilities
Timesheets
Respond to enquiries about timesheet business process and the status of timesheets lodged online.
Initiate and verify the transfer of casual claims to the EmpowerHR
Perform system anomaly and audit reporting in the payment cycle
Communicate changes to claim period schedule including temporary adjustments to cut-off dates
Facilitate training of PTC and Academic Unit staff responsible for verifying Casual Employment Terms of
Engagement requests.
Enter and update employee data into EmpowerHR

People, Talent and Culture: Recruitment Central responsibilities
Casual Employment Terms of Engagement requests
Facilitate Visa Entitlement Verification Online and provide advice on relevant immigration procedures

People, Talent and Culture: Information Management responsibilities
Timesheets and Casual Employment Terms of Engagement requests
Provide reporting on casual timesheet processes as required
Maintain system parameters and constants
Provide second level support for system related enquiries from Academic Unit or PTC staff

ISTS: Corporate Information System responsibilities:
Timesheets and Casual Employment Terms of Engagement requests
Undertake system development activities prioritised through PTC / ISTS portfolio meetings
Provide 3rd level support for system related enquiries
Reporting Overview
Enquiries and reporting within CAS utilises parameters to refine selections and has the ability to utilise
the functionality of Microsoft Excel.
Enquiries can be based on the Casual Employment Terms of Engagement and thus expenditure and
commitment, or claims. Staff with CAS access can view all Casual Employment Terms of Engagement held
in the system for their area.
Where the functionality provided within CAS does not fit the reporting requirements of the area, further
specialised reports can be developed by contacting the People, Talent and Culture: Information
Management team for further information.
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Record Keeping
The University needs to retain the same employment records for casual staff that are necessary for
continuing and casual staff, in accordance with the State Records Act 1997.
The CAS system collects and retains much information about the employment record of recent and
current casual staff. The CAS system will generate the Casual Employment Terms of Engagement and
once authorised and accepted these will be transferred to the employee’s personal file stored in
SharePoint.
These need to be retained for the expected lifetime of the employee, regardless of how short their
employment period is. This minimum is set as 85 years from the birth of the staff member or 7 years after
last employment, whichever is longer.
Timesheets and individual claims only need to be retained for 6 years, or for as long as there are Casual
Employment Terms of Engagement against which the claim or time is being measured. These will also be
electronically stored.
Useful contact details
Payroll Services
Phone:
Fax:
Email:

Ext 22911
Ext 21812
payrollservices@unisa.edu.au
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