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New casual academic engagement process

INDICATIVE TIMETABLE CASUAL WORK LETTER FORTNIGHTLY TIMESHEET

• Periodically, casual academics will be 
provided with an indicative timetable 
that sets out the potential available work 
anticipated to be required by the 
University over a period of time. 

• To be clear, the indicative timetable is 
not an offer of work or a firm advanced 
commitment to continuing or indefinite 
work. 

• Casual academics will be asked to 
review and acknowledge the indicative 
timetable and approve or deny that you 
are available to receive offers of 
potential work.

• When an indicative timetable is issued, 
casual academics will also receive a 
Casual Work Letter. 

• The letter sets out the terms and 
conditions of casual employment and is 
acknowledged by the casual academic on 
approval of an indicative timetable.

• The letter includes the right of the casual 
academic to accept or decline offers of 
work and the University’s right to offer or 
not offer work. 

• Approved indicative timetables are 
loaded into timesheets on the Wednesday 
before each work period starts. 

• Timesheets act as a roster for the coming 
fortnight, and casual academics will 
receive a notification when their 
timesheet is available.

• As a casual, you can accept or decline the 
work offered to you. When you receive 
your fortnightly roster (timesheet), please 
advise your Course Convenor as soon as 
possible if you cannot do any of the work 
you’ve been offered. 

• You may also be offered additional casual 
work during the fortnight, which you may 
accept or decline.



Casual academic workflow: Overview

Indicative timetable and 
Casual Work Letter issued to 

casual academic

Casual academic acknowledges 
Letter and reviews 

indicative timetable then 
approves or denies availability 

Before a casual 
academic commences 

any work:

Work period covered by roster (timesheet)

Pay in bank 
account
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Approved indicative 
timetable loaded to 

fortnightly roster 
(timesheet)

Casual updates 
timesheet to reflect 

actual hours worked (if 
required) and submits 

for payment

If updates made 
to timesheet, HoS or 

delegate must approve 
changes

Casual academics 
receive an email 

notification when a 
roster is available to 

view



Casual academic workflow: Trimester 2 commencement

Work period covered by roster (timesheet)

6 – 19 July
Pay in bank account

25 July

Casual updates 
timesheet to reflect 

actual hours worked and 
submits for payment

19 July, 4.00 pm

CASUALS
You can submit as 
soon as you finish 

work for the fortnight

Student Vacation | 1 – 7 July Orientation Week | 8 – 14 July Week 1 | 15 – 21 July Week 2 | 22 – 28 July
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Student Vacation | 24 – 30 June

Potential work hours 
that may be offered 

(indicative timetable) 
loaded and approved by 

HoS or delegate

Indicative timetable and 
Casual Work Letter 

issued to casual 
academic

Casual academic 
reviews Casual Work 
Letter and indicative 

timetable and approves 
or denies indicative 

timetable 

CASUALS
Aim to have your  

indicative timetable 
approved by 1 July

Approved indicative 
timetable loaded to 

fortnightly roster 
(timesheet)

From 3 July

CASUALS
You must approve 

your indicative 
timetable before a 

roster can be 
generated

CASUALS
Let your Supervisor 

know if you can’t 
work the rostered 

hours

SCHOOL ADMIN 
Aim to have 

timetables in and 
approved 

by 26 June

CASUALS
You still need to 

submit your 
timesheet if you 

haven’t made 
changes
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