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For employees under the Flexible Working Hours Scheme, use this form to pay hours worked outside of the span of hours (7am to 7pm).
Flexible Working Hours Scheme
Hours Worked Outside the Span of Hours
Employee details
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 Select first date of your flex period
 Hours
Start
Break
DPC USE ONLY          
End
Total
Job No.
 Total hours for the day
Total
 Overtime  
OV05
OV10
OV15
OV20
OV25
Hours worked outside the span of hours (this will attract overtime rates)
Only include days with hours outside the span of hours. NOTE: Any hours outside the span of hours cannot also be claimed as flexi-time. The flex sheet must be submitted with this form.
Employee certification
• I certify the above details are correct and these hours have not been taken as 
  time in lieu of overtime (not flexi-time) or paid in any other format. • I confirm that this overtime was directed or approved in advance and hours 
  have not also been counted as flexi-time on the my flexible working hours 
  scheme timesheet.  My flexi-time sheet is attached. • I understand that payment will be made as soon as possible following receipt 
  of the approved form by Employee Services.
Authorisation from Band 5 delegate (or above)
I confirm that this overtime was directed or approved in advance and hours have not also been counted as flexi-time on the employee's flexible working hours scheme timesheet.
 
The flexi-time sheet is attached.
DPC Use Only
Asset ID # 4000331
Last reviewed: 11 August 2023         
9.0.0.2.20101008.1.734229
Division of People and Culture
Employee Services
10/08/2022
26/07/2022
Division of Customer Experience
Division of Facilities Management
Division of Finance
Division of Information Technology
Division of Learning and Teaching
Division of Library Services
Division of People and Culture
Division of Safety, Security and Wellbeing
Division of Student Experience
Division of Student Success
Faculty of Arts and Education
Faculty of Business, Justice and Behavioural Sciences
Faculty of Science and Health
Office of Engagement and Enterprise
Office of Global Engagement
Office of Governance and Corporate Affairs
Office of Planning and Analytics
Office of Strategy
Office of the Chief Operating Officer
Office of the Deputy Vice-Chancellor (Academic)
Office of the Deputy Vice-Chancellor (Research)
Office of the Vice-Chancellor
	Name: 
	EmpNumber: 
	country: 
	stateProv: 
	PeriodEndDate: 
	FurtherInfo: 
	DateTimeField1: 
	TextField2: 
	TextField3: 
	TextField4: 
	TextField5: 
	TextField6: 
	TextField7: 
	TextField8: 
	TextField9: 
	TextField10: 
	TextField11: 
	TextField12: 
	TextField13: 
	TextField14: 
	TextField15: 
	TextField16: 
	TextField17: 
	TextField18: 
	TextField19: 
	TextField20: 
	TextField21: 
	TextField22: 
	TextField23: 
	TextField24: 
	TextField25: 
	TextField26: 
	TextField27: 
	TextField28: 
	TextField29: 
	NumericField1: 
	TextField58: 
	TextField59: 
	TextField60: 
	TextField61: 
	TextField62: 
	TextField63: 
	TextField64: 
	TextField65: 
	TextField66: 
	TextField67: 
	TextField68: 
	TextField69: 
	TextField70: 
	TextField71: 
	EmpSig: 
	EmpDate: 
	SubmitApproval: 
	AuthName: 
	AuthSig: 
	AuthDate: 
	SubmitButton: 
	SignatureField1: 



