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1 Purpose

This policy establishes a position and consistent approach for engaging fixed term and casual
(relief) employees within the department. It is this position and process that supports the
Department for Education, Children and Young People’s (DECYP’s) commitment to upholding the
rights of all Tasmanian children and young people by ensuring they are known, safe, well and
learning, in environments where our staff are engaged through consistent decision making,
screening, training and induction standards.

This policy applies to:
 all fixed-term and casual (relief) employees engaged by DECYP.

 all Hiring Managers staff involved in the recruitment, selection, and engagement of these
employees.

* Recruitment Operations and any other business units responsible for administering employment
registers and pre-engagement screening.

The policy ensures workforce practices meet legislative and compliance requirements, including
safeguarding standards and supports DECYP’s compliance with Practices, Procedures and
Standards No. 1 Agency Fixed-Term and Casual Employment Registers.

2 Policy Statement

DECYP values a diverse and flexible workforce, which includes fixed term and casual (relief)
employees who support the Department in meeting short and long-term operational needs.
Managing this temporary workforce effectively is essential to ensure compliance with legislative
requirements, uphold safeguarding standards, and maintain fairness and transparency in
recruitment and engagement practices.

DECYP is committed to:

+ ensuring all employment decisions are merit-based and consistent with the State Service Act
2000 (Tas).

* maintaining robust screening processes to protect children and young people.
+ providing appropriate induction and training to all employees, regardless of employment type.
+ supporting a safe, inclusive, and professional workplace for all staff.

Minimum engagement periods and pay conditions for fixed-term and casual employees are governed
by applicable Industrial Awards and Agreements and DECYP Salaries and Conditions of

Employment.

This policy is supported by the Administration of Fixed Term and Casual (Relief) Employees
Procedure, which outlines the detailed steps and processes required to implement this policy.
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https://www.dpac.tas.gov.au/divisions/ssmo/employment_policy/practices,_procedures_and_standards/Agency_fixed-term_and_casual_employment_registers.pdf
https://www.dpac.tas.gov.au/divisions/ssmo/employment_policy/practices,_procedures_and_standards/Agency_fixed-term_and_casual_employment_registers.pdf
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-133
https://tasedu.sharepoint.com/sites/HumanResources/SitePages/Employment%20Conditions%20-%20Hours,%20Salary,%20Leave%20and%20Allowances.aspx
https://tasedu.sharepoint.com/sites/HumanResources/SitePages/Employment%20Conditions%20-%20Hours,%20Salary,%20Leave%20and%20Allowances.aspx

3 Related policies

e Conduct and Behaviour Policy

« DECYPs Duty of Care to Children and Young People

» Safe Secure Supported. Our Safequarding Framework

* Pre-Engagement Screening Policy

4 Related procedures

* Administration of Fixed Term and Casual Employees Procedure

¢ Conduct and Behaviour Standards

* Practices, Procedures and Standards 1 — Agency Fixed Term and Casual Registers

* Pre Engagement Screening - Recruitment Procedure

* Pre Engagement Screening — Onsite Access Procedure

» Selection Procedures

5 Supporting information/tools

*  Employment Direction 7 — Pre Employment Checks

* |nformation for Applicants

« DECYP Industrial Awards and Agreements

+ Salaries and Conditions of Employment Staff Intranet page.

* Fair Work Ombudsman

* Immigration and Citizenship

6 Definitions

Casual

Employment that is on an irregular basis and is at short notice, where the offer of engagement may
be accepted or rejected on each and every occasion. A casual employee has no firm advance
commitment to ongoing work and is typically entitled to a casual loading or specific casual pay rate
under an award, registered agreement, or employment contract.

Also referred to as a ‘relief employee’.
Contract

A contract of employment is a legally binding agreement between an employer and an employee
that sets out the terms and conditions of their working relationship including rights, responsibilities
and obligations.

DECYP Administration of Fixed Term and Casual (Relief) Employees 4


https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3852
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3881
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1087178304-5635
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-1703
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3850
https://www.dpac.tas.gov.au/divisions/ssmo/employment_policy/practices,_procedures_and_standards/Agency_fixed-term_and_casual_employment_registers.pdf
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-117787260-2692
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3893
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-452
https://www.dpac.tas.gov.au/documents/psmo/employment_directions/ED7_PreEmploymentChecks.PDF
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-145
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-133
https://tasedu.sharepoint.com/sites/HumanResources/SitePages/Employment%20Conditions%20-%20Hours,%20Salary,%20Leave%20and%20Allowances.aspx
https://www.fairwork.gov.au/
https://immi.homeaffairs.gov.au/visas/working-in-australia/work-rights-and-exploitation

Direct Line Manager

Any employee who has been formally assigned responsibility for the supervision of staff, as
documented in the Statement of Duties (SOD) for their current role.

Employee

An individual engaged by the Department for Education, Children and Young People under the
State Service Act 2000 (Tas), including those employed on a casual or fixed-term basis.

Fixed term

A fixed term employee is an employee who has a contract that terminates at the end of a set
period. For example, the contract ends after a set date, period of time or a season.

Hiring Manager

A hiring manager is the DECYP employee responsible for managing the recruitment and selection
process for a specific vacancy. This includes defining role requirements, participating in shortlisting
and interviews, assessing candidates, and making recommendations for appointment. The hiring
manager is typically the direct line manager for the position being filled.

Registration to Work with Vulnerable People

The Registration to Work with Vulnerable People Act 2013 (Tas) sets out the requirements for
individuals to hold Registration to Work with Vulnerable People to ensure the protection of
vulnerable persons from risk of harm during regulated activities.

7 Legislation

* Children, Young Persons and Their Families Act (1997) Tas
* Reqistration to Work with Vulnerable People Act (2013) Tas
» State Service Act (2000) Tas

» State Service Code of Conduct

« Teachers Registration Act (2000) Tas
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https://www.legislation.tas.gov.au/view/html/inforce/current/act-1997-028
https://www.legislation.tas.gov.au/view/html/inforce/current/act-2013-0
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2000-085
https://www.legislation.tas.gov.au/view/html/inforce/current/act-2000-085#GS9@EN
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2000-098
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