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	PLEASE COMPLETE AND FORWARD TO:
                        HUMAN RESOURCES BRANCH


DIVISION OF SERVICES AND RESOURCES
	



Casual staff are engaged by the hour and paid on an hourly basis to work on an ad hoc or irregular basis for a given work period. Refer to the Casual Employment Policy and Guidelines at http://www.adelaide.edu.au/hr/conditions/ea/casual/ for more information.

For casual Academic Staff employed for a semester period, for scheduled teaching or other sessional activities, please complete an Offer of Casual Employment – Academic (Semester).
Once completed this document becomes the employment contract between the University and the casual staff member. The original copy of this document must be provided to Human Resources.

	PART A - staff member DETAILS (PLEASE USE BLOCK LETTERS)

	Staff ID:  __ __ __ __ __ __ __ School/Branch:
 Work phone:


Title: 
Family name:
Given names (in full):


Work rights status: (e.g Aus citizen, NZ citizen, temporary resident) 
    
Preferred name: 
(Note: This name will be used to set your email address and will be used to display in IT systems.  Shortened versions of your first name or middle name only should be included.  You cannot elect a family name other than the one indicated above.)
Date of birth: 
        FORMCHECKBOX 
  Male        FORMCHECKBOX 
  Female
Home phone:

Home/postal address: 


City: 
 State: 
 Postcode:


	QUALIFICATIONS AND EXPERIENCE

	Summarise relevant qualifications and experience that the staff member has for this position: 


Summarise previous employment history with the University of Adelaide: 






	PART B - offer of employment 

	The University of Adelaide offers to engage the services of the above named individual in the Division/Faculty/School/Branch of 

 as a casual staff member, working under the general direction of the Head/Director of the indicated area. 

This offer is made in accordance with the terms and conditions set out in the University of Adelaide Enterprise Agreement and policies and procedures as varied from time to time, and any replacement Agreement or policy/procedures.  A copy of the Agreement is available on the Human Resources web page at www.adelaide.edu.au/hr
In accepting this offer, the above named individual indicates awareness of and commitment to abide by the University’s policies and procedures, including, but not limited to:

· Code of Conduct Policy at www.adelaide.edu.au/policies/2323/
· Fair Treatment Policy at http://www.adelaide.edu.au/policies/2983
· IT Acceptable Use and Security Policy at www.adelaide.edu.au/policies/2783/
· Occupational Health, Safety and Welfare Policy at www.adelaide.edu.au/policies/153/
· Plagiarism Policy at http://www.adelaide.edu.au/policies/230/

	employment period 

	Employment commences on _____________ (date) and is expected to cease by______________ (date).
Course details – Academic staff only

	Course Name
	
	Course Co-ordinator
	

	Course Code
	
	Number of Students Enrolled
	

	tasks to be undertaken

	Description of work
	Number of

Hours/Sessions per week
	Classification Level
	Step

(Professional staff only)
	Hourly/

Sessional Rate
	Total

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note: The hours above are indicative only and may be subject to variation. Payment for actual hours worked will be made on the basis of an authorised original Casual Payment Claim Form provided to Human Resources.


	PART C – AUTHORISATION OF UNIVERSITY OFFER  (ALL SIGNATURES REQUIRED)

	Supervisor

In recommending this offer of employment, I, the supervisor of the casual staff member certify that:

1.
The information included in this offer is correct; and
2.
Where the applicant is not an Australian citizen or permanent resident, the appropriate visa is held for the planned duration of employment and a copy is appended to this form.

Name (please print):
 Staff ID:  __ __ __ __ __ __ __
Signature: 
 Date:


	Delegated Officer (as per Delegations of Authority)

In authorising this casual appointment I am satisfied that:

1.
The casual staff member is appropriately qualified and/or experienced to carry out the proposed duties.

2.   The rates specified are appropriate. (Refer to:  http://www.adelaide.edu.au/hr/conditions/salary/ ) 

3.    Funds are available in the relevant staffing budget to support the appointment and this is an appropriate charge against those funds as follows:

Account code 1:  
_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _      _________%

Account code 2:  
_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _      _________%

Name (please print):
 
Signature: 
 Date:


	Note: Delegations of Authority to appoint a casual staff member are able to be exercised by Executive Managers, Corporate Managers, Heads of School/Branch Managers and Unit Managers (direct reports to Heads of School/Branch Managers and responsible for an administrative unit). These same positions have a delegation to approve Casual Payment Claim Forms. Should you require assistance with understanding these delegations, please contact the HR Service Centre on Ph: 8313 1111.

	PART D - ACCEPTANCE OF OFFER

	I, ____________________________ (name) accept the offer of employment in the terms prescribed in this document. I acknowledge my employment will be subject to applicable Awards, Agreements, University Statutes, Regulations and policies and guidelines as amended or replaced from time to time.

I understand that I must complete a Casual Payment Claim Form for hours worked and provide this to my Supervisor. In addition, should there be any adjustment to rates of payment subsequent to the date of termination of my employment, where such adjustment is effective prior to that date, the onus is on me to make an application in writing for any payment that might be due to me.  

Should I be obliged to discontinue my duties I will formally resign in writing as soon as possible and notify my Supervisor. I also understand the University may terminate my employment at any time as a result of unsatisfactory performance or unsatisfactory conduct.

I can confirm that this employment does not contravene visa restrictions about paid employment in Australia that apply to me.
Signature:
 Date:


	EMERGENCY CONTACT DETAILS

	Name:
 Relationship to you:


Address:


Home Phone: 
 Mobile Phone:
 Business Phone:


	IMPORTANT INFORMATION FOR A NEW CASUAL STAFF MEMBER 

	1. The Casual Payment Claim Form (timesheet) is available at http://www.adelaide.edu.au/hr/policies/formsatoz/ 

2.  Pay Deadlines and Pay Dates available at http://www.adelaide.edu.au/hr/conditions/salary
3.  Pay Advices (payslips), Personal Details, Bank Account Details and Pay Distribution Details are available to view on-line from Staff Services Online (SSO) at https://sso.adelaide.edu.au.  Access to SSO requires a password, which can be set up by visiting Card Services, Student Centre, with photo identification (e.g. Drivers Licence). 

	BANKING DETAILS 

	Name of financial institution:
 Branch:


BSB: __  __  __  __  __  __                    Account no (maximum 9 digits): __  __  __  __  __  __  __  __  __ 

Staff Member

I hereby give the University of Adelaide authority to credit all monies due to me to the account specified above.  This authority remains in effect unless updated by me on SSO (Staff Services Online).

Signature:
 Date:



	PART E - CHECKLIST FOR SUPERVISOR 

	 FORMCHECKBOX 
  All fields in this document have been completed.

 FORMCHECKBOX 
  All signatures (Supervisor, Authorising Delegate and Casual Staff Member) are completed.

 FORMCHECKBOX 
  A Tax File Declaration Form (from HR Branch) has been completed and is attached to this document. 
       (If a Tax File Number Declaration Form is not provided the University is obliged to deduct tax instalments at the highest rate.)
 FORMCHECKBOX 
  Where the casual staff member is not an Australian citizen or permanent resident, a copy of the relevant visa is attached to this document.

 FORMCHECKBOX 
  A copy of this completed Offer of Employment (now an employment contract), has been provided to the Casual Staff Member, together with the Fair Work Information Statement.
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	Warning
	Hard copies of this document are considered uncontrolled.  Please refer to the Human Resources website for the latest version
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