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Eligibility guideline – part-time and casual 
employees 
 
What is the Payroll spreadsheet? 
 
The spreadsheet you have received is designed to assist you in assessing whether your part-time 
and casual employees are eligible for the Employment Stability Payment. More information on 
the Employment Stability Payment is available on the casual and part-time employees page. 
 
You will need to assess whether every employee in the spreadsheet is eligible for the Employment 
Stability Payment.  
 
A quick guide to some of the columns in the spreadsheet: 

• Column F – the employee’s weekly contracted hours (for a casual this will say 1) 
• Column G – the employee’s average hours worked over the period 1 April 2019 to 31 

March 2020 
• Column H – the employee’s average weekly earnings over the period 1 April 2019 to 31 

March 2020 
• Column I – the employee’s average weekly earnings over the period 1 April 2020 to 30 

April 2020 
 

Once you have assessed whether the employee is eligible for the Employment Stability Payment 
(see the next section for more information), you will need to select one of the three options in 
Column J: 

• Yes: the employee is eligible 
• No: the employee is not eligible 
• Yes, but review: you have assessed that the employee is eligible but do not agree with 

the average earnings, so it requires further review, e.g. where the employee has 
temporarily picked up additional shifts as part of a project. Please enter your comments in 
Column K to explain why you think needs to be reviewed. 
 

If you select ‘Yes’ you agree that the employee is eligible to receive the Employment Stability 
Payment based on the average weekly earnings in column H.  

 

Assessing whether an employee is eligible for the Employment 
Stability Payment 
 
To be eligible part-time employees must: 

• have worked additional hours to their contracted hours between 1 January and 31 March 
2020; 

• have worked the additional hours on a regular and systematic basis (worked additional 
hours on a regular basis, e.g. weekly, fortnightly, monthly, and there is a clear pattern of 
hours worked); 

• have had an expectation prior to the COVID-19 restrictions that these additional hours 
would continue; and 

• be willing and available to work additional hours. 
 
To be eligible casual employees must: 

• have worked casual shifts between 1 January and 31 March 2020; 

https://coronavirus.monashhealth.org/employees/casual-and-part-time-employees
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• have worked on a regular and systematic basis (worked casual shifts on a regular basis 
,e.g. weekly, fortnightly, monthly, and there is a clear pattern of shifts worked); 

• have had an expectation prior to the COVID-19 restrictions that they would continue to 
work on a regular and systematic basis; and 

• be willing and available to work casual shifts. 
 
 
The spreadsheet does not capture permanent employees who are doing casual work during 
parental leave. If you are aware of an employee who is doing this, please contact the COVID-19 
Employee Hotline on (03) 9594 5815 (external) or extension 45815 (internal only).  
 
Other considerations 

• Has the employee recently changed their EFT or mode of employment, e.g. moved from 
part-time to casual employment? 

• Has the employee been on a period of unpaid leave? 
• Is a flexible working arrangement impacting on the employee’s ongoing hours? 
• The average earnings for April 2020 may help you to identify whether the employee’s 

hours have been impacted by the COVID-19 restrictions; however, this is not the only 
consideration.  

• If the employee has taken a period of leave at half pay or double pay in the last 12 months, 
this may affect their average earnings, and they must be marked for review if you 
otherwise consider they are eligible for the payments. 

• Are they working across multiple cost centres? 
• Has the employee worked ad hoc overtime? 

 
Examples of employees who may not be eligible: 

• An employee that had worked in January but had a change in circumstance that prevented 
them from working shifts since February. In this scenario, the employee wouldn’t be 
considered willing or available to work and therefore won’t be eligible. 

• Part-time employees who reduced their contracted hours prior to 1 April 2020 and, as a 
result, have higher average earnings than would be expected under their current 
contracted hours. 

• A part-time employee temporarily picked up additional shifts during a project. As the 
ongoing expectation is that the employee will be working their contracted hours only they 
won’t be eligible. However, consider whether there was an expectation they would 
continue to work similar hours moving forward. 

• Employees who have not had their casual shifts or additional part-time hours impacted by 
the COVID-19 restrictions. For example, where available casual or additional shifts have 
reduced for another reason, such as increased graduate recruitment that was not related 
to COVID-19. 

 
Examples of where further review may be required: 

• A casual employee that had a temporary spike in hours working on the EMR project for 
the past twelve months, but those hours reduced at the end of the project. These 
employees would need to be highlighted as potentially having an average that was too 
high as there was no expectation that the hours would be ongoing and would need to be 
discussed and adjusted accordingly. 

• A part-time employee who usually picks up one additional shift per week, but temporarily 
picked up two additional shifts due to a project. As the ongoing expectation is that the 
employee will pick up one additional shift per week, the employee’s average hours and 
earnings will need to be reviewed and adjusted accordingly. 
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Process 
 

 

 

Next steps 
 
Send the completed spreadsheet to Payroll at by close of business Friday 15 May 2020. 
 
If you selected ‘yes, but review’, they will be forwarded to the COVID-19 Employee Hotline for 
assessment and the team will be in contact with you.  

 

General Manager distributes 
assessment spreadsheet to 
local area managers with 

guideline

Local area managers assess 
each employee for eligibility.

Seeks assistance from line 
manager or COVID-19 

employee hotline* if required

Local area manager returns 
spreadsheet to General 

Manager for collating and 
sending to Payroll

https://coronavirus.monashhealth.org/employees/employee-hotline/
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