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	Purpose
	This guide provides information on employment categories including continuing, fixed-term, part-time and casual.




	General Information

	Type of employment 
	Upon engagement, the University will provide to the staff member an instrument of appointment, which stipulates the type of employment and informs the staff member of the terms of engagement at the time of the appointment in relation to the following:

For staff members other than casual staff members, the classification level and salary of the staff member on commencement of the employment, the fraction of full-time load to be worked, and the length and terms of probation.

For a fixed-term staff member, whether the term of the employment and the circumstances by reference to which the use of fixed-term contract for the type of employment has been decided for that employment.

For casual staff members, the duties required, the number of hours required, the rate of pay for each class of duty required and a statement that any additional duties required during the term will be paid for.

Other main conditions of employment such as the identity of the employer or the documentary, or other recorded sources from which such conditions derive, and the duties and reporting relationships to apply upon appointment can be ascertained.


	Employment categories

	Continuing employment
	Continuing appointments are made for an indefinite period.

	Fixed term employment
	Fixed-term appointments are made for a specified term or period for which the instrument of engagement will specify the starting and finishing dates of that employment or in lieu of a finishing date will specify the circumstance(s) or contingency relating to a specific task or project, upon the occurrence of which the term of the employment will expire.
Without derogating from any entitlement under the staff member's contract or this Agreement, a fixed-term contract staff member, other than an apprentice, will be entitled to:
a. Advancement opportunities: where a fixed-term staff member who has a period of continuous paid service in a classification which has an incremental structure will be entitled to the opportunity to progress through that structure in the same way as a staff member engaged on a continuing appointment in the same classification.


	Fixed term employment
cont…
	b. Notice of cessation or renovation of employment upon expiry of contract. The University will provide to a fixed term staff member a written notice of the University's intention to renew, or not to renew, employment with the University upon the expiry of the contract. Such notice will be the greater of:

· Any entitlement to notice established by the contract of employment, or

· period of continuous paid service and period of notice as outlined below: 

Period of continuous paid service
Period of Notice
Not more than 1 year 
At least 1 week, or the equivalent of a full pay period, whichever is the greater

1 year but less than 3 years 
At least 2 weeks, or the equivalent of a full pay period, whichever is the greater

3 years but less than 5 years
At least 3 weeks, or the equivalent of a full pay period, whichever is the greater

5 years or over 
At least 4 weeks, or the equivalent of a full pay period, whichever is the greater

In addition to this notice, a staff member over the age of 45 years at the time of the giving of notice and with not less than two years continuous service will be entitled to an additional week's notice.

	Continuation of
Position
	Where the University has made a determination to continue the position the incumbent will be offered further employment in the position or in a position with the same or substantially similar duties and knowledge base, provided that the incumbent was employed through a competitive and open selection process and has performed at least satisfactorily in the position.


	Severance Pay 

	Severance conditions
	Severance pay will not be paid to an employee employed in a fixed-term position which is included in any of the following categories:

a.
The staff member is:

· a student of the University and was a student of the University when they commenced their fixed term contract;

· a genuine retiree; or

· on a pre-retirement or performance based contract.

c. The position is:

· for a specific task or project which is expected to be completed within a 3 year time frame;

· for a research only function for a contract position nor exceeding 5 years;

· a Head of School, Professorial level or located in the Institute of Advanced Studies where a suitable internal candidate currently in a continuing position cannot be identified

· in a new organisational area where the practicality of filling the position on a continuing basis is dependent upon the continuation of the activity beyond 12 months;
· filling a temporary vacancy where the staff member is on authorised leave, or seconded away from their substantive position, or pending recruitment action;

· meeting a curriculum requirement for recent professional practical or commercial experience;

· for other activities where the organizational need for or the funding to support the activity is likely to be fixed in time and quantity.

	Other circumstances
	In all other circumstances not included in 19.7 above, a fixed term employee whose contract of employment is not renewed in circumstances where the employee seeks to continue the employment will only be entitled to a severance payment if:

the employee is employed on a second or subsequent fixed term contract and the same or substantially similar duties are no longer required by the University; or

another person has been appointed, or is to be appointed, to the same or substantially similar duties.

	Severance – offer of further employment
	Where the University advises an employee in writing that further employment may be offered within six weeks of the expiry of a period of fixed-term employment, payment of severance benefits may be deferred for a maximum period of 4 weeks from the expiry of the fixed term employment. 

If the University obtains acceptable alternative employment for an employee otherwise entitled to severance payment, then the employee is not entitled to severance payment.

	Severance payment calculations
	Severance payments entitlements will be calculated for a period of continuous service as follows:

Service Severance Pay

Less than one year 
Nil

1 year and less than 2 years 
4 weeks pay

2 years and less than 3 years
6 weeks pay

3 years and less than 4 years 
7 weeks pay

4 years and less than 5 years 
8 weeks pay

5 years and less than 6 years 
10 weeks pay

6 years and less than 7 years 
11 weeks pay

7 years and less than 8 years 
13 weeks pay

8 years and less than 9 years 
14 weeks pay

9 years and less than 10 years 
16 weeks pay

10 years and over 
10 weeks pay*

Note: * Long Service Leave becomes payable.


	Entitlements and Calculations of Continuous Service

	Fixed term
	a. 
A fixed-term staff member will be entitled to the same terms and conditions as would apply to a staff member on a continuing appointment engaged in an equivalent classification and working an equivalent proportion of normal weekly ordinary hours for the classification.

b.
Breaks between fixed-term appointments of up to two (2) times per year and of up to six (6) weeks will not constitute breaks in continuous service.

c.
Periods of approved unpaid leave will not count for service, but will not constitute breaks in service for the purposes of this clause.

d.
All entitlements accrued during the fixed-term will be acquitted prior to, or on expiry of, the fixed-term contract.

e.
The period of the fixed-term will count as service for all purposes where the staff member concerned subsequently obtains a fixed-term or a continuing appointment elsewhere in the University, and the break in service between the expiry of the fixed-term and the subsequent appointment is six (6) weeks or less. 


f.
Fixed-term appointments of up to six (6) months' duration may be offered without advertisement. Where the term is for up to three (3) months, the cost centre will give priority to suitably qualified staff members who are registered in the University as seeking redeployment or participating in a rehabilitation program.

g.
Fixed-term staff will participate in the same probationary employment (Clause 24), performance development and review scheme (Clause 25) and disciplinary action process (Clause 26) as would apply to a staff member on a continuing appointment engaged in an equivalent classification and working an equivalent proportion of normal weekly ordinary hours for the classification.
h.
Where as a result of organizational change at the University the position of one or more fixed-term staff members may be declared redundant for reasons of an economic, technological, structural or similar nature, the University may, in this situation, propose redeployment in line with the skills, experience and work preferences of the fixed-term staff member. Alternatively, the University may pay out the remaining value of the contract. If the remaining contract period is greater than six (6) months, the payout will be capped at a maximum value equal to six (6) months contracted employment conditions.

	Part-time employment
	a.   Part-time employment includes:

· employment for less than the normal weekly ordinary hours specified for a fulltime staff member, for which payment is on a pro-rata basis calculated by reference to the time worked;

· have a regular pattern of employment which, over a specified period, is equivalent to an agreed number of part-time hours in a pay period and

· are entitled to the same employment conditions on a pro-rata basis as those with full-time appointments.

b.
Part-time employment can be initiated by a staff member or by the University. Prior to individual part-time employment initiatives being implemented, consultation will occur on the operational and work implications for the affected work unit and the dispersal of residual duties. The University will advise staff contemplating undertaking part-time employment, in advance of any initiative being implemented, on the impact on salary, leave entitlements and superannuation contributions.
c.
Part-time employment can be utilised for two (2) staff members who consent to share the duties of a position. Employees undertaking part time employment under this subclause must have in place contingency arrangements to apply should either opt to convert to full-time employment, resign or be redeployed.

d.
Conversion to part-time employment or transfer to another position to make way for part-time employment will be by agreement between the University and staff member, and will be grounded in organisational need.


	Casual employees
	a.
Casual staff members are those staff members who are engaged and paid as such. Normally casual staff work irregular or intermittent hours.

b.
Where appropriate, casual staff will be provided with sufficient accommodation and computer equipment to perform the duties required of them by the University.

c.
A casual employee will be entitled to a casual loading that incorporates payments for sick leave, annual leave, long service leave and other entitlements for which a casual employee is not eligible. The casual loading will be 23%.


	Traineeships
	The terms and conditions of employment of all trainees employed by the University are covered by the Guide on Traineeships.
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