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
	


PROFESSIONAL STAFF TIME SHEET – (See page 2 for completion details)

Employee #:









           Period Ending:  _______ / _______ / _______
Surname:


First Name:

College/School/Office:




Address:


Post Code:


· Change of Address                       
·  Please tick one of the following:   (  Casual Employee   (  Permanent Part Time Employee Claiming Additional Hours (  Permanent Part Time Employee Claiming Shift Only  
	
	
	
	
	
	
	
	                      NUMBER OF SHIFT HOURS CLAIMED – DO NOT TICK


	
	

	Date
	Approval No
	HEW Level
	Job No
	Start Time
	Meal Break
	Finish Time
	Hours Worked
	USHF1

10%
	USHF2

12.5%
	USHF3

15%
	USHF6

50%
	USHF8

100%
	USHF9

150%
	First Aid Allowance
	Cost Centre/Project/GL A/C ie:53411.00000.5210.16.31.00

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL HOURS/SHIFTS CLAIMED
	
	
	
	
	
	
	
	
	


I certify that the work has been completed, calculations are correct and no previous claim has been lodged for these dates or times. 

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

HR USE ONLY: 










Prepared By
Date
 Checked By
Date

DESCRIPTION OF SHIFT CODES

	USHF1
	Early Morning or Early Afternoon Shift
	10%

	USHF2
	Afternoon Shift
	12.5%

	USHF3
	Night Shift
	15%

	USHF6
	Saturday
	50%

	USHF8
	Sunday
	100%

	USHF9
	Public Holiday
	150%


PROFESSIONAL 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 by submitting a paper timesheet. Online is preferred in which case you will not need to complete this timesheet. 


2.
If completing a paper timesheet, you are required to complete all details on the form including Period Ending Date, employee no, name, address, college/school/division, dates worked, approval number, HEW Level, Start and Finish times and  cost centre details. Indicate the amount of hours worked. Show Total Hours and Shifts worked at the bottom of the page.

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.

5.
Overtime will need to be claimed separately on the Overtime/Meal Allowance Claim form in accordance with General Staff Agreement.

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 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 check 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 60 – Revised12-Sep-2011
http://www.uws.edu.au/__data/assets/word_doc/0017/112094/General_TSheet_Casual_29.9.11.doc

