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Residences and Catering Staff 
Timesheet and Authorisation
If Annualised:
Tick all that apply:
Employee Details
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Date
RDO/AL/SICK/LSL/LWP
Hours
Actual Start
Rostered Start
Break Start
Break End
Break Start
HR USE ONLY    
Break End
Job No.  
Rostered End
Actual End
Total
Code
Units
Total Hours
SAL
Overtime
x 1.5
OV15
x 2.0
OV20
x 2.5
OV25
Shift
Early (<6am)
KS15
Late (>7pm)
KS15
Penalties
x 0.50
KP050
x 1.00
KP100
x 1.50
KP150
Employee Certification
I certify the above details are correct
Authorisation
I certify the information recorded has been examined and is now certified as being authorised, correct, and that funds are available.    Where hours have been projected, I undertake to notify the HR Service Centre should these vary from the actual hours worked.
HR Use Only
Processed By
Pay Date
Checked By
Completing the Timesheet Electronically
In the date field for the first Friday on the timesheet, select the appropriate date and the remainder of the dates for the fortnight will automatically populate, as well as the period end date.
 
Enter the start and finish times, and the total hours to be paid for each day (24 hour time is preferred but not compulsory).
 
Provide any further information (if applicable) then electronically sign and date the timesheet.  Click the Submit for Approval button to attach the completed timesheet to an email to be sent for authorisation.
 
The timesheet approver will need to advise the appropriate account codes for the timesheet (including any splits), then sign and forward to the HR Service Centre for processing by clicking on the Submit to HR for Processing button.
 
Note:  If you do not have an electronic signature, please refer to these instructions on how to easily create one to be used across all HR forms.
Important Notes
1.  If not completing electronically, please use blue or black pen to complete the timesheet.  Do not use pencil.  2.  If this timesheet is to be faxed or emailed, DO NOT follow up with the original, otherwise double payment may result.  3.  Incomplete, unsigned or late timesheets will not be processed.  4.  Completed timesheets must be received by the HR Service Centre on Monday immediately following pay day.    5.  The HR Service Centre must be notified of any amendments to timesheets by no later than 12.00pm on the Thursday of       off pay week.  6.  Timely and regular submission of pay claims is advised.  Bulk submission of pay claims covering more than one pay       period may result in higher taxation.
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