UNIVERSITY OF WESTERN SYDNEY

	Office of People and Culture
	Penrith Campus:
	Building AE
	Ph:  029 678 7565
	Fax: 029 678 7582

	Locked Bag 1797
	
	Werrington north
	Ph:  029 678 7561        
	

	PENRITH NSW 2751 
	
	
	Ph:  029 678 7560
	


ACADEMIC STAFF TIME SHEET – (See page 3 for Completion details)         Period Ending: _______ / _______ / _______

Employee #:

                 
(  Relevant Doctoral Qualification

Surname:


First Name:

College/School/Office:




Address:


Post Code:


· Change of Address         

	
	
	
	
	
	NUMBER OF HOURS CLAIMED FOR EACH RATE – DO NOT TICK
	
	

	Date
	Approval No
	Job No
	Start Time
	Finish Time
	UCL1 
-  $280.12

	UCL2 
-  $224.09

	UCL3 
-  $168.07

	UCL4          -   $112.05

	UCT1
-   $121.53

	UCTP1       -   $144.21

	UCT3
-   $81.01

	UCTP2
-   $96.14

	UCT5
-   $36.00


	UCT6
-   $34.00


	UCT7
-   $41.00


	UCO1
-   $40.51

	UCOPD
-   $48.07

	UCM1
-   $56.02

	UCM2
-   $40.51

	UCMPD
-   $48.07

	UCFS1
-   $81.01

	UCFS2
-   $40.51

	UCCF1
-   $60.76

	UCCF2
-   $81.01

	UCPD1      -   $72.09
	UCPD2
-   $96.14

	UCIN
-   $56.02

	
	Cost Centre/Project/

GL A/C

ie: 53411.00000.5010.16.31.00
	One off Payment or

Casual Academic

Telecom’s

AllowanceCATA



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL HOURS CLAIMED
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Payment for work claimed approved under UWS Delegations of Authority. Work has been performed in accordance with claim to satisfactory standard. 

No prior claim has been submitted. Calculations correct. 

Signature of Employee
Date
Delegated Officer (please print name)
Signature
Date

HR USE ONLY: 










Prepared By
Date
 Checked By
Date

DESCRIPTION OF CASUAL PAYRATE CODES 

AS AT 13 MAY 2011
	UCL1
	 Lecturer (Distinguished) Rate C
	$280.12

	UCL2
	 Lecturer Significant Responsibilty Rate B
	$224.09

	UCL3
	 Lecturer (Normal) Rate A
	$168.07



	UCL4
	 Lecturer (Repeat) Rate D
	$112.05

	
	
	

	UCT1
	 Tutor (Major) Rate E
	$121.53

	UCTP1
	 Tutor (Major) Relevant Doctoral Qual Rate G
	$144.21

	UCT3
	 Tutor (Major Repeat) Rate F
	$81.01

	UCTP2
	 Tutor (Major Repeat) Relevant Doctoral Qual Rate H
	$96.14

	
	
	

	UCT5
	 Aboriginal Single Student Tutorial Rate 1 - ATAS
	$36.00

	UCT6
	 Aboriginal Single Student Tutorial Rate2 - ATAS
	$34.00

	UCT7
	 Aboriginal Group Student Tutorial Rate 3 - ATAS
	$41.00

	
	
	

	UCO1
	 Academic Other Duties Rate S
	$40.51

	UCOPD
	 Academic Other Duties Relevant Doctoral Qual Rate T
	$48.07

	
	
	

	UCM1
	 Marking (Significant) Rate P
	$56.02

	UCM2
	 Marking Routine/Simple Rate Q
	$40.51

	UCMPD
	 Marking Routine/Simple Relevant Doctoral Qual Rate R
	$48.07

	
	
	

	UCFS1
	 Academic Field Supervisor  – Conducting / HR DIRECTOR APPROVED 
	$81.01

	UCFS2
	 Academic Field Supervisor  - Assisting / HR DIRECTOR APPROVED  (Includes Prac’ Teaching)
	$40.51

	
	
	

	UCCF1
	 Clinical Nursing Min' Rate M
	$60.76

	UCCF2
	 Clinical Nursing Specialist High Rate L
	$81.01


	UCPD1
	 Clinical Nursing Min Relevant Doctoral Qual Rate O
	$72.09

	
	
	

	
	
	

	UCPD2
	 Academic Nursing Specialist Relevant Doctoral Qual Rate N
	$96.14

	
	
	

	UCIN
	 Interpreter (of hearing-impaired students)
	$56.02


** IMPORTANT NOTE **

Rates in bold can only be paid where duties include full subject co-ordination or relevant Doctoral qualification.   Refer above codes UCTP1, UCTP2, UCOPD, UCMPD, UCPD1 & UCPD2.

Demonstrator rates superseded by Academic Other.

ACADEMIC STAFF COMPLETION DETAILS
EMPLOYEE

1.          Check with your supervisor to confirm that a Casual Employment Authority has been completed and to check if you are to enter your claim online, or if you need to submit a paper timesheet for payment. Online is preferred in which case you will not need to complete this timesheet.
2.
If you have to submit a paper timesheet, complete all details on this form including employee no, name, address, college/school/division, dates worked, approval number and Cost Centre details. Indicate the amount of hours worked for each date in the box underneath the applicable pay rate.   Show Total hours for each column/pay rate at the bottom of the form. 

3.
Sign and date the form and submit to Supervisor for authorization in accordance with payroll cycle deadline dates.

4.
Original timesheets are preferred. If timesheet is faxed, DO NOT follow-up with original. The original copy is to be stored at point of origin for audit purposes. 

PLEASE NOTE:  Failure to complete all details will delay payment as the form will be returned.

If you submit your claims irregularly, or submit more than one claim in any one fortnight you may pay a higher rate of tax.

SUPERVISOR/AUTHORISING OFFICER

1.
Ensure a Casual Employment Authority has been completed.
2.
Preferably, the timesheet has been entered online, or if submitting a paper timesheet please ensure all areas of the form are completed, including employee no, name, address, college/school/division, dates worked, approval number, pay rates, total hours as well as cost centre details. Also ensure that the hours worked correspond to the correct approval.

3.
Complete the form by writing and signing your name as well as dating the form.

4.
Forward promptly to the Salaries section in accordance with payroll cycle deadline dates. If timesheet is faxed, DO NOT follow-up with original. The original copy is to be stored at point of origin for audit purposes.

PLEASE NOTE:  Failure to complete all details of the form will delay payment as the form will be returned.

HR Form 50 – Revised 12-SEP-2011

