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Sessional Teaching Staff Induction 
& Support Checklists (Higher Education) 

This document is designed to ensure that all new sessional teaching staff are provided with the essential inductions and 
support processes to enable successful undertaking of their teaching role and engage in quality learning and teaching 
practices at FedUni. It is recommended that this document, and those listed under Corporate Induction, are to be 
completed, signed and retained by the School/Directorate for inclusion in the staff member’s personnel file. 

Prior to employment 
 

EMPLOYMENT CONFIRMATION Responsibility: 
Program Leader and School Administrator 

Activity  Resources Completed 
Sessional 
appointments 

Discussion to clarity of duties to perform, 
role responsibilities, days/hours of 
employment, campus travel etc. 

Provide a Position or Role Description □ 
 Contract and Confirmation Letter 

forwarded to sessional staff member. 
Includes electronic link to Associate/ 
Pending HR online system for completion 

Note: Completion of 
Associate/Pending HR online systems 
triggers creation of HR and ITS 
accounts 

□ 

L&T systems 
access 

Access to: 
• fdlGrades 
• My Student Centre/Campus Solutions 

See School Services and Support 
Team 
• fdl Grades log-in 
• My Student Centre/Campus 

solutions log-in 

□ 

First week of commencement 
To be completed by all sessional teaching staff employed at the university. 

 

CORPORATE INDUCTION Responsibility: 
Nominated School delegate 

 

Activity  Description | Resources Completed 
New Starters 
Checklist 

Includes consideration of the following: 
• Induction Checklists 
• Workspace requirements & access 
• Systems and resources 
• Contact Details 
• Staff Identification 

Click here to download the New 
Starters Checklist □ 

Local Induction 
Checklist 

Includes the following: 
• General Area Information 
• Positions/duties 
• Training 
• Attendance and Leave 
• Corporate information 
• Key policies and procedures 

Click here to download the Local 
Induction Checklist. □ 

Corporate OHS 
Induction 
checklist 

Includes the following: 
• General 
• Health and Safety Representation 
• Prevention 
• Incidents 
• Emergencies and Evacuations 

Click here to download the 
Occupational Health and Safety 
(OHS) Induction Checklist. 

□ 

Information 
Technology 
Services (ITS) 
Support 

• IT access support 
• Teaching support 

Contact 1800 FED UNI or (03) 5327 
9999 

Click here to access the ITS service 
desk online portal 

□ 

https://federation.edu.au/staff/working-at-feduni/human-resources/hr-systems/associatepending-hr-online-system
https://fdlgrades.federation.edu.au/
https://mysc.federation.edu.au/psp/csprod/?cmd=login
https://mysc.federation.edu.au/psp/csprod/?cmd=login
https://federation.edu.au/staff/working-at-feduni/human-resources/induction
https://federation.edu.au/staff/working-at-feduni/human-resources/induction
https://federation.edu.au/staff/working-at-feduni/human-resources/induction
https://federation.service-now.com/sp
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First week of commencement 
Each campus has a unique layout, and distinctive processes in which to liaise and access various departments and 
departmental staff. 

 

CAMPUS INDUCTION Responsibility: 
Nominated School delegate 

 

Activity  Resources Completed 
Campus Tour • Schools and Directorates 

• Human Resources 
• Student Connect 
• CLIPP 
• Library 
• Cafeteria 

Click here to access campus maps  

 □ 

Campus Parking Areas, access, zones and permits Click here to access the website Staff 
| Working at FedUni | Facility Services 
| Parking for information on parking 
areas, permits and zones. 

 □ 
 
 

  Click here for access the website Staff 
| Working at FedUni | Facility Service 
Contact us for campus specific 
contacts 

 

Campus Security Security needs during or out of standard 
hours teaching 

Click here to access the website Staff 
| Working at FedUni | FedUni against 
violence | Campus security for 
emergency and non-emergency 
numbers for campus security. 

 □ 

Classroom tools 
and resources 

• Using a lectern for teaching 
• Accessing laptops for teaching 
• Accessing other teaching tools 

Campus specific resources □ 
Within first two weeks of commencement 
Each School applies and uses a range of University policies and procedures differently to address their specific School, 
discipline, program and/or course teaching needs. 

 

SCHOOL INDUCTION Responsibility: 
Line Manager, Mentor and Course Coordinator 

Activity  Resources Completed 
Academic 
Mentor 

Allocation of an academic mentor Monthly support meetings throughout 
first semester of employment □ 

School L&T 
Professional 
Support and 
Development 

School-based Communications 
• Invitations to relevant School L&T 

meetings and events 
• Invitation to relevant Program/Course 

meetings 
• Subscription to School 

newsletters/communications 
• Key School L&T Contacts 
• School L&T Communities of Practice 

Note: Sessional staff may not be 
expected, or paid, to attend all 
meetings. However, inclusion in these 
communications enables (a) optional 
attendance, (b) to have issues raised 
on their behalf and (c) access to 
meeting minutes 

□ 

 School-based Professional Development 
• Invitations and access to relevant 

School professional development 
opportunities 

• Role specific training (eg: Course 
Coordination Training) 

Note: Sessional staff may not be 
expected, or paid, to attend 
professional development. However, 
inclusion in these offerings enables 
optional attendance. 

□ 

https://federation.edu.au/about-us/our-campuses
http://policy.federation.edu.au/finance/parking/parking/ch01.php
https://federation.edu.au/staff/working-at-feduni/facilities-services
https://federation.edu.au/staff/working-at-feduni/feduni-against-violence/contacts/campus-security
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School Learning 
and Teaching 
Information 

School-based L&T Policies, Procedures, 
Processes 
• School Assessment Guidelines 
• School Moderation and Marking 

processes 
• School Peer Review, Peer 

Enhancement and/or Peer 
Observation processes 

 
 
 
 
 
 
 
 
Click here to view the Academic 
calendar and Teaching Periods 
Click here to access website 
resources and ‘how to’ information for 
fdlGrades. 

□ 

 L&T Administration & Systems 
• Key dates for the Teaching Period 
• Introduction to fdlGrades and use in 

learning and teaching administration 
• Access to relevant SharePoint folders 

□ 

School Research 
Information 

• Key School Research Contacts 
• School Research Communities of 

Practice 
□ 

Course 
Information 

Support with understanding Course 
Description, Assessment tasks, Learning 
Activities, Moodle environment, marking 
criteria, accessing learning resources, etc. 

Meeting with Course Co-ordinator □ 
Goals and 
Performance 
Indicators 

Develop goals as part of Professional 
Development Plan 

Meeting with Line Manager 

Click here to download the 
Professional Development Plan and 
Performance Plan (scroll to bottom of 
page). 

□ 

Other (School/Role 
specific) □ 

 

Within first four weeks of commencement 
The central learning and teaching induction program introduces general information, resources, services and supports to 
transition all teaching staff (including sessional staff) in facilitating quality learning and teaching practices at FedUni. 

 

LEARNING & TEACHING INDUCTION Responsibility: 
CLIPP 

 

Activity  Resources Completed 
Academic 
Induction Program 
(AIP) 

Delivered in a blended mode across all 
campuses and offered twice a Semester. 
Mandated as per the Academic Probation 
Procedure and Learning, Teaching and 
Student Success Plan 2018-2020. 

Click here to access website for 
specific program content, workshop 
dates and registration. 
Note: Sessional staff are paid to 
attend the 15-hour program. 

□ 

Learning 
Technology 
Bootcamp 

These ‘bootcamp’ workshops are 
delivered the day after AIP to support 
consolidation of learning. 

Click here to access website for 
specific workshop content, workshop 
dates and registration. 

□ 

https://federation.edu.au/staff/governance/academic-board/academic-calendar
https://federation.edu.au/staff/business-and-communication/student-systems-support/fdlgrades-support/fdlgrades-resources
https://federation.edu.au/staff/working-at-feduni/human-resources/PRDP
http://policy.federation.edu.au/human_resources/academic_probation/ch02.php
http://policy.federation.edu.au/human_resources/academic_probation/ch02.php
https://federation.edu.au/staff/learning-and-teaching/curriculum-quality/institutional-standards-frameworks/plans
https://federation.edu.au/staff/learning-and-teaching/curriculum-quality/institutional-standards-frameworks/plans
https://federation.edu.au/staff/learning-and-teaching/professional-development/academic-induction-program
https://federation.edu.au/staff/learning-and-teaching/professional-development/central-pd-offerings
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Mid – teaching semester/contract 
Ensure opportunities are available for self, peer and student review to enable and support any necessary adjustments to 
learning and teaching practices for the remainder of the teaching period. 

 

SCHOOL SUPPORT Responsibility: 
Mentor, Supervisor or Line Manager 

Activity  Resources Completed 
Mid-semester 
review 

Progress on PDP goals and professional 
wellbeing 

Meeting with Supervisor/Mentor □ 
 

Peer 
enhancement 

Engage in School Peer Enhancement 
process 

Click here  to access the website 
Staff I Learning and Teaching | 
Teaching Practice | Evaluation | 
Review through    a peer lens 

□ 
 

 
Student 
feedback 

Support with engaging in informal ways to 
collect student feedback on learning and 
teaching practices 

Click here to access the website Staff 
I  Learning and Teaching | Teaching 
Practice | Evaluation | Review 
through   a student lens 

□ 
 

 
Self-review 

Self-reflection on successes and 
challenges and identify opportunities to 
improve. 

Click here  to access the website 
Staff I Learning and Teaching | 
Teaching Practice | Evaluation | 
Review through    a self-lens 

□ 
 

End of teaching semester/contract 
Formal feedback from students and performance appraisals from supervisors form an important component of 
professional growth and development. 

 

SCHOOL SUPPORT Responsibility: 
Course Coordinator and Line Manager 

Activity  Resources Completed 
Teaching 
Administration 

• Entering final grades into fdlGrades 
• Writing Course Coordinators Report (if 

applicable) 

• Recommending enhancements for 
future course delivery 

□ 

Student 
Feedback 

Interpreting and using eVALUate student 
feedback 

Click here to view Student Evaluation 
of Learning and Teaching Procedure. □ 

Goals and 
Performance 
Indicators 

Complete end of contract PDP Refer to agreed goals established at 
the commencement of contract. □ 

 
 
 

Employee:  Signature: 

Date:      Print and sign  
     form if no digital  
     signature available 

    
 

Supervisor /Manager: 
 

 Signature: 
 

Date:      Print and sign  
     form if no digital  
     signature available 
 
 
 
 
 

End document 

https://federation.edu.au/staff/learning-and-teaching/teaching-practice/evaluation/review-through-peer-lens
https://federation.edu.au/staff/learning-and-teaching/teaching-practice/evaluation/review-through-student-lens
https://federation.edu.au/staff/learning-and-teaching/teaching-practice/evaluation/review-through-self-lens
http://policy.federation.edu.au/corporate_governance/quality_assurance/student_evaluation/ch02.php

	Prior to employment
	First week of commencement
	Within first two weeks of commencement
	Within first four weeks of commencement
	Mid – teaching semester/contract
	End of teaching semester/contract


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Check Box25: Off
	Check Box26: Off
	Check Box27: Off
	Check Box28: Off
	Check Box29: Off
	Text30: 
	Date31_af_date: 
	Text33: 
	Text34: 
	Date35_af_date: 
	Text37: 


