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ÅWe will lookat how the staff data is used by the department and universities

ÅWhat data is reported in each of the staff submissions and what records are excluded

ÅHow a staff member is classified as full-time, fractional full-time or casual

ÅHow staff data is revised ςthe role of key elements and variation reason codes

ÅReporting issues identified

ÅVerification for accurate publications

Å²Ŝ ǿƛƭƭ ƭƻƻƪ ŀǘ ǿƘŀǘΩǎ ŎƻƳƛƴƎ
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The Staff Data Collection is used by the department anduniversities for a range of purposes. 

The department uses staff data: 

Åfor the analysis of academic workforce demographics and 
Åto calculate student to staff ratios 

Universities uses the staffcollection
Åas a basis for the allocation of resources 
Åfor academic workforce planning
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As you know the staffdata collection includes information on each staff member employed at your 
institution.

The submissions that you need to report as part of the staff data collection are:

ÅFull-time and Fractional Full-time submission

ÅActual Casual submission

ÅEstimated Casual submission
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Information you need to know on each of these submissions is available under the staff data 
requirements tab on HEIMSHELP.

As you would have noticed, we have recently made some changes to the reporting requirements 
pages on HEIMSHELP. We will also have a new enhanced google search function on the website in 
the next couple of weeks. We would love to hear your feedback - any comments on how we can 
keep improving our resources are always very welcome. 
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Details are required for your staff substantive appointments and their current duties categories by 
their academic organisation unit and their role;

ÅAcademic support services
ÅStudent services
ÅPublic services
ÅGeneral institution services
Å Independent operation for a controlled entity
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For some members of staff you may be required to provideadditional data where they have;

Åmore than one effective substantive appointment with your institution; or 
Åcurrent duties are undertaken in more than one organisational unit; or 
Åcurrent duties are undertaken in more than one work sector
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Staffrecords that are excluded from the Full-time and Fractional Full-time submission are;

Åstaff duties relate solely to TAFE
Åa member of staff in any independent operation which is not a controlled entity
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In the Actual Casual submissionyou report theactual number of casual staff employedat your 
university for the calendar year being 1January 2017 to 31 December 2017.

Then in the Estimated Casual submissionyou report the estimated number of casual staff that will be 
employed at your university from 1 January 2018 to 31 December 2018. 
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What characteristics classify a staff member as being engagedin full-time work: 

Åif the staff member is employed for a continuous period and
Åthey perform the full range of duties appropriate to the position and 
Åthe duties are performed on a regular basis; and
Åthe number of hours worked each week are equal to the hours specified for full-time work in the 
relevant awardor 35 hours per week and
Åthe member of staff is entitled to leave entitlementssuch as paid annual leave, sick leave and long-
service leave. 
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