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Employment of Casual
Professional Staff Policy

Section 1 - Background
(1) This Policy has been developed to support the casual engagement of professional staff members at Australian
Catholic University. The employment of casual staff is employment on a non-continuing basis for which payment is
made at an hourly rate.

Section 2 - Purpose
(2) This Policy clarifies the conditions that relate to the employment of casual professional staff at the University and
the procedures for employing casual staff. This Policy is also intended to inform casual staff members of their
entitlements and obligations to ACU.

Section 3 - Application/Scope
(3) This Policy applies to professional staff who are employed at ACU on a casual basis, and whose employment is
covered by the ACU Staff Enterprise Agreement 2022-2025 (Agreement).

Section 4 - Remuneration and Working
Arrangements
Remuneration and Minimum Engagement

(4) Casual employment is employment by the hour which is paid a rate on an hourly basis. A casual staff member will
be paid at an ordinary hourly rate, calculated by dividing the annual salary rate for the relevant classification by the
number of weeks in a calendar year and further dividing by 35, plus a casual loading of 25%. This loading is in
compensation for the casual nature of the appointment and all paid leave entitlements which casual staff members
are not eligible to receive; including but not limited to personal/carer’s leave, public holidays, annual leave, long
service leave (other than where, in accordance with the Fair Work Act 2009 (Cth), an applicable award or a State Act
provides an entitlement) and annual leave loading.

(5) The minimum engagement for casual professional staff is 3 hours, however, the following casual professional staff
members have a minimum engagement period of one (1) hour:

casual professional staff members who are students who are expected to attend the University on that day ina.
their capacity as a student; or
casual professional staff members with a primary occupation elsewhere; orb.
a staff member who has another employment contract with the University and who are expected to attend thec.
University on that day.

https://policy.acu.edu.au/download.php?id=28&version=5&associated
https://policy.acu.edu.au/directory/summary.php?legislation=1
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(6) Where possible ACU students will be preferenced for casual professional engagements.

Overtime

(7) All overtime worked must be authorised by the Nominated Supervisor in writing prior to the commencement of the
overtime. Up to 35 hours per week worked by a casual professional staff member will be paid at ordinary rates. When
calculating payment for overtime worked, the salary does not include the casual loading.

(8) Overtime which has not been authorised in writing prior to the overtime being undertaken will not be paid as
overtime. Casual professional staff members may be authorised to work flexible working arrangements.

(9) Staff should also refer to the Overtime for Professional Staff Policy regarding further overtime entitlements.

Meal Breaks

(10) A casual staff member will not be required to work for more than five consecutive hours, without taking an unpaid
meal break of at least 30 minutes. Time taken as a meal break is not paid for as it is not counted as time worked.

Notice periods - Termination of Casual Engagement

(11) Casual staff members are required to give a minimum of one hour’s notice of separation from employment with
the University. The University may terminate the employment of a casual staff member by giving one hour’s notice.

Superannuation for Casual Staff

(12) The management of superannuation contributions for all staff is subject to the provisions of the Superannuation
Guarantee (Administration) Act 1992 (Cth) and the University’s Superannuation Policy.

(13) The University will make employer contributions to a complying superannuation fund on behalf of casual staff
members at the relevant minimum superannuation guarantee rate.

(14) In circumstances where a complying superannuation fund does not accept employer contributions made on
behalf of staff members who are over 74 years of age, the University will make equivalent contributions in the form of
the payment of additional monies to such staff members.

Section 5 - Leave Provisions for Casual Staff
Unpaid Personal/Carer’s Leave for Casual Staff

(15) Casual staff are entitled to unpaid personal/carers leave as outlined in the Personal Leave Policy.

Unpaid Compassionate Leave for Casual Staff

(16) Casual staff are entitled to unpaid compassionate leave as outlined in the Compassionate Leave Policy.

Unpaid Parental Leave for Casual Staff

(17) Casual staff are entitled to unpaid parental leave as outlined in the Parental Leave Policy.

Long Service Leave for Casual Staff

(18) Casual staff are entitled to long service leave as outlined in the Long Service Leave Policy.

https://policy.acu.edu.au/document/view.php?id=108
https://policy.acu.edu.au/directory/summary.php?legislation=33
https://policy.acu.edu.au/directory/summary.php?legislation=33
https://policy.acu.edu.au/document/view.php?id=148
https://policy.acu.edu.au/document/view.php?id=113.1.1
https://policy.acu.edu.au/document/view.php?id=64
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Section 6 - Conversion from Casual to Non-casual
Employment for Professional Staff
(19) Casual professional staff have the ability to request conversion from casual to non-casual (i.e., permanent, full-
time or part-time) employment via the ‘employee choice pathway’. The ‘employee choice pathway’ provides eligible
casuals the ability to notify their intention (to request conversion) in writing under the National Employment Standards
(NES).

Section 7 - Related Procedures
Approval to Fill a Position

(20) The Nominated Supervisor initiates the appointment of a casual staff member, either by submitting a request via
the electronic Casual Employment System (CES) or by completing the Approval to Fill a Casual Staff Position form for
business units where the use of the CES is not yet in place.

(21) Requests are required to be reviewed and endorsed by the appropriate Nominated Supervisor and approved by
either the:

Member of the Executive; ora.
Provost and Deputy Vice-Chancellor (Academic) (for casual professional staff in Faculties).b.

Offer of Employment

(22) The offer of employment informs the staff member of the terms of engagement including the duties required, the
number of hours required (which may be stated as a range), the rate of pay for each class of duty required and a
statement that payment will be made for any additional duties required during the employment.

(23) All casual staff are required to accept the University’s offer of employment formally, before starting work at the
University. The offer of employment includes provision for the staff member’s acceptance, and instructions for the
staff member on how to confirm their acceptance and provide relevant personal information and documents to
establish their employment with the University.

Casual Staff Employment Kit

(24) The offer of employment to a prospective casual staff member is accompanied by the ‘Casual Staff Employment
Kit’ which includes, but is not limited to:

Mission and Profile of the Universitya.
Code of Conduct for Staffb.
Privacy Policyc.
Discrimination and Harassment Policyd.
Staff Induction Policye.
Workplace Bullying Policy and Proceduref.
Work, Health, Safety and Wellbeing Policyg.
Learning and Teaching Policy and Learning and Teaching Procedureh.
Fair Work Australia Information Statementi.
Induction Checklistj.

https://policy.acu.edu.au/document/view.php?id=62
https://policy.acu.edu.au/document/view.php?id=190
https://policy.acu.edu.au/document/view.php?id=68
https://policy.acu.edu.au/document/view.php?id=140
https://policy.acu.edu.au/document/view.php?id=157.1.1
https://policy.acu.edu.au/document/view.php?id=154
https://policy.acu.edu.au/document/view.php?id=256
https://policy.acu.edu.au/document/view.php?id=257
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(25) Information about completing timesheets via Staff Connect (including payment calendar details) where
applicable.

(26) The Casual Employment Kit is sent to the prospective staff member either via the CES or by People and
Capability.

(27) The contents of the kit may vary from time to time according to legislative and other requirements that apply to
the employment of casual staff. Other materials the University considers relevant to the employment of a casual staff
member may also be included.

Induction

(28) The induction and orientation process for new staff at ACU provides a mechanism for introducing new staff
members to their role and responsibilities and to the University’s Mission so they become integrated into the ACU
community as quickly as possible. Casual staff who commence employment with the University for the first time and
who will be engaged, in the first instance, for a period of greater than one month, may be required to participate in an
induction program, subject to the provisions of the Staff Induction Policy.

(29) The responsibility for successful induction is shared between the nominated supervisor and the commencing staff
member, supported by colleagues in the relevant organisational unit and by other areas of the University.

Payment Record

(30) Casual staff are required to complete and submit a fortnightly timesheet to record the number of hours worked,
including their daily start and finishing times. Submission is either via Staff Connect or a manual timesheet. The
Nominated Supervisor is responsible for ensuring that a timesheet:

is completed each fortnight;a.
accurately details the hours worked; andb.
is completed and submitted via Staff Connect or Service Central for manual timesheets, on a fortnightly basis.c.

(31) The Records will be stored by People and Capability in a safe and secure location for a period of 7 (seven) years
as per the Records and Archive Management Policy.

(32) The timesheet can only be processed if the staff member has a current contract of employment covering the
period being claimed, and if the correctly completed and authorised timesheet is received by the nominated cut off
dates as notified by People and Capability.

Section 8 - Approvals
(33) The engagement of casual staff and approval of any request for unpaid leave from a casual staff member must be
approved by the delegated officer. Information on delegated officers is available in the Delegations of Authority Policy
and Register.

Section 9 - Revisions made to this Policy
(34) The University may make changes to this Policy and procedures from time to time to improve the effectiveness of
its operation. In this regard, any staff member who wishes to make any comments about this Policy may forward their
suggestions to People and Capability.

https://policy.acu.edu.au/document/view.php?id=140
https://policy.acu.edu.au/download.php?id=12&version=1&associated
https://policy.acu.edu.au/document/view.php?id=191
https://policy.acu.edu.au/document/view.php?id=12
https://policy.acu.edu.au/document/view.php?id=12
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Section 10 - Further Assistance
(35) A staff member who requires assistance in understanding this Policy should first consult their nominated
supervisor. If further information or advice is required staff should visit Service Central.

Section 11 - Associated Information
(36) For related legislation, policies, procedures and guidelines and any supporting resources please refer to the
Associated Information tab.

https://policy.acu.edu.au/download.php?id=12&version=1&associated
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