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NAME:


DIVISION/FACULTY/SCHOOL/OTHER:


ACCOUNTING PERIOD FROM: 

TO:


	Date
	Starting

time
	Finishing

time
	Unpaid

Breaks
	Comments/Leave*
	Total Hours Worked
	Cumulative total
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	Min
	Hrs
	Min

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Total ordinary hours for accounting period
	=
	
	

	Total actual hours worked in accounting period
	=
	
	

	Difference (debit/credit)
	=
	
	

	If applicable, carry over from previous period (debit/credit)
	=
	
	

	Carry over to following period
	=
	
	Debit/Credit


Signature
Certified Correct



(Employee)
(Supervisor)
Completed timesheets are to be retained by the Supervisor

Privacy Statement

The personal information you provide on this form is protected by the Privacy and Personal Information Protection Act 1998 (NSW).
Provision of this information is a requirement of participation in the Flexible Working Hours Scheme as set out in the enterprise agreement that regulates the terms and conditions of your employment by the University.

Access to the information you provide is available to yourself, your supervisor and Dean/Executive Director and those persons authorised to access the information in the course of their duties to the University.

This form shall be held in your workplace and filed as an auditable document and be retained for a period of six years.

FLEXIBLE WORKING HOURS 
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