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Casual Conversion Request Checklist 
 
Work through the steps in this checklist whenever you receive a request to convert from one of your casual 
employees. 
 

STEP 1.  
 
- Use the eligibility criteria to ascertain if this casual is an “Eligible Casual” or an “Ineligible Casual” 

 

“Eligible Casuals” are those who meet ALL of the following eligibility criteria: 
 

i. Have been employed for a period of 12 months beginning the day the employment started. 
 

ii. During at least the last six months of that period, have worked a regular pattern of hours on an 
ongoing basis. 
 

iii. Could continue working those hours as a permanent employee without significant changes. 
 

iv. Hold a position that is not due to cease to exist in the next 12 months. 
 

v. Transferring them to permanent would not result in: 
o Hours of work they’re required to perform being significantly reduced. 

 
o A significant change in the days on which the employee’s hours of work are required to be 

performed. 
 

o A significant change in the times at which the employee’s hours of work are required to be 
performed which cannot be accommodated within the days/times the employee is available 
to work. 
 

o Non-compliance with a recruitment or selection process required by or under a 
Commonwealth, State or Territory law. 

 

- If the casual is deemed eligible based on the above, then move on to step 2. 

 

- If the casual is NOT deemed eligible based on the above, then move on to step 4. 

 

STEP 2.  

 

For those Eligible Casuals you must do the following within 21 days: 

 

- Ask yourself whether in the last 6 months: 

 

• They’ve refused an offer from you to convert to permanent employment. 

 

• They've been told by you in writing that you won’t be making an offer of casual. Conversion because 

there was a reasonable ground not to make the offer. 
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• You have refused another request for casual conversion because there was a reasonable ground to 

refuse the request. 

 

If the answer to ALL the above is “NO” then they are still eligible so move on to step 3. 

 

If the answer to ANY the above is “YES” then they are not eligible so move on to step 4. 

 

STEP 3. 

 

- Consult/discuss with the employee that: 

 

• You have assessed them as eligible and will be accepting their request to convert to permanent. 

 

• They will receive notification of this acceptance in writing with a Part Time/Full Time employment 

contract. 

 

- Convert them to permanent in your payroll system. 

 

- Provide them with: 

 

• Official written acceptance of their request to convert. 

 

• A permanent part time/full time employment contract (or Letter of Appointment for businesses 

with an Enterprise Agreement) 

 

STEP 4.  

 

- For those Ineligible Casuals you must do the following within 21 days: 

 

- Consult/discuss with the employee that: 

 

• Their request to convert does not appear to meet the eligibility criteria and therefore their 

employer is exempted from the requirement to accept their request to convert, and on which of the 

criteria that exemption is based.  

 

- Provide notification in writing advising them: 

 

• That their employer has been exempted from the requirement to accept their request to convert to 

permanent. 

 

• On which of the criteria that exemption is based.  
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