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	INDUCTION – CASUAL STAFF

ACADEMIC AND PROFESSIONAL 

LOCAL AREA INDUCTON TEMPLATE (continued)
	

	CONTACT:                       HUMAN RESOURCES BRANCH

                                      DIVISION OF SERVICES AND RESOURCES


	



	Stage 1 - Before the Casual Staff Member Commences

	Name:
Supervisor:

School/Branch:
Commencement Date:



	DATE
	CORPORATE REQUIREMENTS

	
	Ensure you, as the supervisor, have read and understood the Casual Employment Policy and Guidelines: http://www.adelaide.edu.au/hr/conditions/ea/casual/
· Contact the new casual staff member and discuss arrangements for first day (eg location, time to arrive, report to)

· Arrange a work station/office, phone, extension number, computer and stationery

· If you would like the new casual staff member to have access to IT setup on the day they commence, you will need to complete a Prospective Employee Commencement form and send to Human Resources.  This form is available at http://www.adelaide.edu.au/hr/forms/newstaff
· Contact the ITS Helpdesk to request access to shared network folders http://www.adelaide.edu.au/its/accounts/new_accounts/casual/
· Prepare tasks for first day/week (e.g. schedule meetings, if appropriate)

· Notify staff in the relevant area to signal that there will be a new casual staff member 

· Consider if the new casual staff member is to be engaged for a period of more than 4 weeks.  If so, you will need to schedule time for the staff member to complete the online induction courses, including: 
· HWS training http://www.adelaide.edu.au/hr/ohs/training/ 
· EO Online (http://www.adelaide.edu.au/hr/equity/training/eo_online/)
· Copyright course* (via https://myuni.adelaide.edu.au/)
If the engagement is less than 4 weeks full-time equivalent then a modified induction can be provided that is commensurate with the appointee’s on-the-job exposure to hazards or risks and their level of responsibility. You will need to ensure the casual staff member is aware of the following information upon commencement

· Workers Compensation Cover (covered for all casual staff)

· All accidents should be reported (via a Accident/Incident Reporting and Investigation Form (Yellow Card))

· Any job specific or location specific hazards to be aware of (including restricted access); provide casual staff member with safe work instructions where applicable

If the University has previously employed the staff member casually, you will need to provide the casual staff member with an induction that is appropriately detailed, commensurate to their level of knowledge and ensuring the Corporate Requirements are met.
* Required for new academic staff Level B.


	
	Induction tips for stage 1 of Casual Staff Induction 
(please add any other possible requirements specific to your area here)

· Arrange for the addition of the casual staff member’s name to the internal telephone directory (http://www.adelaide.edu.au/phonebook/amendments.html) and school/branch noticeboard (if appropriate)

· Arrange for building access through a ‘visitor’s card’ if applicable (provided by local area)

· Organise ‘meet and greet’ session (e.g. morning tea)

· Set up appointments with key staff and arrange a “buddy” if applicable

· Email school/branch staff to inform them that a new casual staff member will be commencing




	Stage 2 –Upon Commencement

	DATE
	CORPORATE REQUIREMENTS

	
	· Welcome the new casual staff member, introduce them to colleagues and give them a tour of the workplace (including fax machine, phone, toilets, tea room, first aid location)
· Discuss the new casual staff member’s role
· Ensure the casual staff member knows to complete the Casual Payment Claim Form (note Professional and Academic Staff have different casual payment forms), available at http://www.adelaide.edu.au/hr/forms/salary/
· Ensure bank and tax forms have been given to Payroll Services, Human Resources (these forms should usually be attached with the first casual payment claim form) (note: the tax form should be received in Human Resources within 4 weeks of signing the form)
· Explain when the casual staff member can expect to be paid for completed work (2 weeks in arrears) and that the staff member is paid only for hours worked
· Discuss OH&S matters (highlight emergency exits and procedures).  Introduce the OH&S Officer, Health and Safety Representatives, Emergency Warden and First Aid Officer
Discuss behavioural expectations (including confidentiality) and the University Code of Conduct and Fair Treatment Policy and Guidelines (available at http://www.adelaide.edu.au/policies/2983
· Discuss immediate tasks, including clarification of duties and any available resources (laboratory, administrative)
· Direct the new staff member to the Induction website, including OH&S, EO online and Copyright* courses (for casual staff who work for a minimum of 20 hours in total or 4 weeks) http://www.adelaide.edu.au/hr/career/induction/
· View Staff Services Online (Note: In order for the Staff Member to view their payslip online, they will need to set up their password at Card Services (Hughes Plaza) after they have received their first pay (casual staff are not provided with staff cards).
* Required for new academic staff Level B.


	
	CASUAL ACADEMIC STAFF REQUIREMENTS AND LOCAL INFORMATION

· Discuss MyUni – online course information and the all-student email list for each course
· Discuss semester dates, teaching timetables and other key dates in the academic year
· Outline teaching and course/program coordination duties, teaching load, associated administrative duties and expectations 
· Discuss room booking procedures and introduce the local timetabling officer

· Discuss if there is a need for the casual academic staff member to complete any courses run by the Centre for Learning and Professional Development



	
	Induction tips for stage 2 of Casual Staff Induction 
(please add any other possible requirements specific to your area here)

· Explain the local organisational structure and any other relevant local information 

· Ensure your new casual staff member has the correct University templates for documentation, available at http://www.adelaide.edu.au/vi/staff/desktop/download/
· Explain local mail system, fax/photocopying procedures, University web site

· Discuss training needs (e.g. finance, PeopleSoft, systems training, Word, Excel)

· Discuss budget issues as they relate to the new casual staff member’s position (e.g. petty cash, account codes)

· Arrange access to Oracle Calendar, via the ITS web site. If required, online training is available at
http://www.adelaide.edu.au/its/training/calendar/
· There is a wide range of University Policies & Procedures of which your casual staff member should be aware.  Consider which policies are relevant to the new casual staff member. A comprehensive listing of policies is available at http://www.adelaide.edu.au/policies/
· Invite to staff/area meetings 

· Discuss record management procedures




	NOTES (Include any other induction information you want to be documented)

	


	ACKNOWLEDGEMENT OF INDUCTION 

	Signatures:

Supervisor:
………………………
Casual Staff Member:
………………………




This document is to be kept locally; please do not send to Human Resources. 
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