High-level flowchart for the appointment of Casual Workers – Right to Work checks
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It is essential that all those engaged to work for the University have evidenced their right to work.   Failure to follow this appointment process may result in disciplinary action being taken.
) (
Follow process for appointment of named employees
 or advertise accordingly
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	2. See Extended Workforce Policy LINK

	3.See Extended Workforce Policy -Procedural Guideline LINK

	4/5. See Identity and Right to Work Document Guide LINK 

	7. Only trained Administrators may enter individuals on Core.   HR Systems team manage access permissions.

	8. HR utilise checklist provided by HR Systems.  

	9.  No work may be scheduled or carried out until the worker is approved by HR in Core.

	10/11.  Assumption is that local administration terminate all records for workers no longer used unless alternative local agreement with HR.
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