| THE UNIVERSITY OF
WESTERN AUSTRALIA

HUMAN RESOURCES
ADDITIONAL HOURS
For part-time employees

For information regarding additional hours and part-time employees, please refer to the General Staff Agreement, Part B-15 (Part-time
Working Arrangements) at:
http://www.hr.uwa.edu.au/agreements/general/general_staff_agreement/appointmentsterminationsclassifications

This form is intended for part-time employees only. Full-time employees should complete an Overtime/Time off In Lieu (TOIL) form.

SECTION 1 - PERSONAL & EMPLOYMENT DETAILS

Employeenumberl | | | | | | | | Family name |

First names | Ext. |

School/Admin Dept | |

Hours worked for fortnight/FTE |:| Does the employee receive a salary progression allowance Y E
N
Please specify below, the total hours worked each day

M T w Th F S Su M T w Th Pay Day F S Su

SECTION 2 - ADDITIONAL HOURS WORKED
Please specify below, the additional hours worked

Date (dd/mm/yy) From To From To Total

501A

Reason why the employee worked the additional hours

SECTION 3 - ACCOUNTS TO BE CHARGED

Busi Project/
ot L1 T T 1] gamt LIITITITTTIT] acom[ 1] [l |
Busi Project/
ot L T LT 111 gamt LLITTITTTT] acom[ 1] wl_ |

SECTION 4 - APPROVAL

Name (please print) Signature of Approved Delegate (see HR Delegations)

In approving this payment | confirm that | am an Approved Delegate and funds are available.

Telephone Date (dd/mmlyy)




HUMAN RESOURCES
ADDITIONAL HOURS

For part-time employees (page 2)

ADDITIONAL HOURS PAYMENT DEFINITIONS

TERM DESCRIPTION/REQUIREMENTS

Additional Hours Hours worked by part time employees on a non-rostered day (or period) not ex-
ceeding 7.5 hours. (For periods exceeding 7.5 hours refer to the Overtime or
Time Off In Lieu Of Payment form).

Additional days worked, up to a total of 5 days per week, should be paid as addi-
tional hours.

Additional Hours form to be used for a period up to and including one month.

For periods greater than 1 month advise HR Services by memo outlining period
of time and if business unit, project grant differs.

The employee must be provided with at least 2 working days notice of variation
to ordinary working hours.

Where the required notice is not given additional hours worked will be paid at
overtime rates (refer to the Overtime or Time Off In Lieu Of Payment form).
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