Is this claim for hours worked on a Public Holidays See Appendix 1 — Claiming Public Holidays
(PH)?

Is this claim for Non Standard Working Week (NSWW) See Appendix 2 — Claiming Non-Standard Working

Payment for hours worked as part of their contract? Week (NSWW) as part of your standard contract

For Additional hours and Overtime claims See Appendix 3 — Claiming Additional Hours and

Overtime




Appendix 1 — Claiming Public Holidays

Is the date worked a Public Holiday?

Are the hours worked part of
the normal Working hours?

Is the employee going to be Input total hours worked in

able to take the time in lieu the box “Hours worked on a
PH out with Normal Working

Day” (24 on the timesheet)

Input total hours worked on " oo
PH in box “Hours worked on a Input total hours worked on a

PH (Part of Normal Day) Plain PH in box “Hours worked on a

PH (Part of Normal Day)
Double Time (No time in lieu)”
(14 on the timesheet)

Time (Plus time in lieu)”
(13 on the timesheet)




Appendix 2 — Claiming Non-Standard Working Week (NSWW) as part of your standard contract

Are any of the hours worked
between 8pm — 7am Mon to
Fri?

Entitled to NSWW @33%.
Input total hours worked
between 8pm & 7am in box
“Hours (before 7am) to be
paid at a third)

(AD33 on the timesheet)

Are any of the hours worked on

Sat/Sun? (Any hours that are

between 00:00 on Saturday and
23:59 on Sunday)

No further
payment due

Entitled to NSWW @40%. Input
total hours worked on Sat/Sun in

box “Hours (Sat/Sun) to be paid
at 40%)

(AD40 on the timesheet)




Appendix 3 — Claiming Additional Hours and Overtime

Is the employee full time?

Have they worked more that 37 hours —

Regardless of what time/day the employee
including their contracted hours?

works, hours over and above 37 hours per
week should be paid at time + %5. Input
total hours over 37 in box “Hours to be
paid at time and a half”

(17 on the timesheet)

For additional hours between their .
Pay Additional Hours

contract hours and the FTE of 37 hours
input as additional hours. Any hours in excess of their contract

hours up to and including 37 hours are
to be paid as additional hours .

The total excess hours should be
recorded on the timesheet as
“Additional Hours to be paid at Plain

For the hours in excess of 37 hours input Time” (66 on the timesheet)

at hours as Paid time +1/2

Are any of the excess hours
worked on a Sat/Sun?
(Any hours that are between 00:00
on Saturday and 23:59 on Sunday

Entitled to NSWW @40% (for any

Are any of the excess hours
excess hours that sit in these times)

worked between 8pm —
7am Mon to Fri?
Input total excess hours worked on
Sat/Sun in box “Hours (Sat/Sun) to be
paid at 40%)

Entitled to NSWW @33% (for any excess hours that sit in No further
e llia AR (AD40 on the timesheet)

Input total excess hours worked between 8pm & 7am in box
“Hours (before 7am) to be paid at a third)

(AD33 on the timesheet)



