Instructions for Supervisors of Casual Employees

Background Information

Supervisors responsibility for Casual Employees

As a supervisor, you are responsible for ensuhag¢asual employees have the
appropriate skills and qualifications requiredttoe job, and for ensuring that the
hours casual employees claim for are a true reflectf the hours worked.

You have ultimate responsibility for reviewing/sigg off on the hours worked by
casual employees assigned to you.

Hiring Casual Staff

Requests to hire casual staff are made by compglati@asual Staff Appointment
form, which is located on the UQ websi@&yrrent Staff

The form consists of two sections: Part A is tabmpleted by the employee, and
Part B is to be filled in by the Finance OfficerfAoh Officer in the organisation unit
in conjunction with you. All appointments must lgpeoved by an authorised
approval delegate.

When a Casual Staff Appointment form has been gsEzin the HR system, an
automated electronic Offer of Appointment lettegénerated and sent to the
employee. This letter sets out the conditions gbleyment including any estimated
maximum hours.

Please noteThere is a minimum hours of engagement that apfdigeneral staff.
The minimum is dependant on the casual employebsgmily and student status.
For detailed information, refer ®ection 18.2.7 — Casual Minimum Howfghe
Enterprise Agreement.

General Casual employees employed at HEW Levethatow are also entitled to
payment of overtime for any authorised hours wotkeekcess of 7 hours 15 minutes
per day or in excess of 36 hours 15 minutes pekwee

Paying Casual Staff

Casual employees must submit the hours that they Wwarked on a timesheet, which
must be verified by you as their supervisor, be&alary payments can be made.

Casual academic staff are paid per session; cgenaral staff are paid per hour.
Current casual salary rates are located on the Bigsite at:

Casual academic staff

Casual general staff




Reviewing/Sign off of Timesheets for Casual Employee

As the supervisor you must check the hours andjoageof work on the timesheet
(through ESS) submitted by the casual employee sTipervisor either
» Verifies that the hours and category are corredtramiew the hours to be
paid, or
* Returns the timesheet to the employee for amendiiire stated hours are
incorrect.
Once the timesheet have been reviewed, the supefeisvards it to the relevant
Finance/ Admin Officer for processing of salary ent.

There are multiple categories of timekeeper foratsctronic timesheets):
1. The casual general staff timekeeper form;
2. The fixed classification casual academic staff keeper form, and
3. The variable classification casual academic st tkeeper form.

Casual General Staff Timekeeper Form

The Casual General Staff Timekeeper Form is defddtom the General Staff
Casual award (HEGSO06) in Aurion. Any staff memibat has this Award type will
be assigned this timesheet to submit their casaek Wwours.

Fixed Classification Casual Academic Staff Timekeeper Form

The Fixed Classification Academic Staff Timekeelperm is defaulted from the
Academic Casual award (ACADO3) in Aurion. Any $taember that has this Award
type will be assigned this timesheet to submitrtbasual work hours.

It is assumed that if an employee is employed uttdsrAward, they will be paid the
same classification rate for the period of thepa@ptment.

Variable Classification Casual Academic Staff Timekeeper Form

The Variable Classification Academic Staff Timekeeporm is defaulted from the
Academic Casual award (ACADO4) in Aurion. Any stafémber that has this Award
type will be assigned this timesheet to submitrtbasual work hours.

It is assumed that if an employee is employed uttderAward, they will be paid a
different classification rate for the period of itheppointment.

When reviewing the timekeeper forms (electronic tirasheets) in ESS:
1) For Casual General Staf€heck hours worked on timekeeper form.

2) Fixed Classification (For Casual Academi€heck contact hours on timekeeper
form.

3) Variable Classification (For Casual Academi©heck contact hours on

timekeeper form and check thgasual Category”’column on the variable
classification timekeeper form is relevant to th@kyperformed.
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Please notethe correct timesheet will have been assignedda@asual employee
according to the completed appointment form details

To check the current academic casual staff saladiek here

To check the current general casual staff saléviesv the casual hourly column),
click here

Reviewing/Sign off of the hours worked by a Casual Employee via
Employee Self Service (ESS)

Electronic timesheets are automatically assignethtemployee in ESS (Employee
Self Service) based on their classification.

Once the employee has filled in their timesheeb(tgh ESS) and submitted to you as
the supervisor, you will receive an email notifioatthat the employee has sent a
timesheet for approval (ie for review).

You should log onto ESS and review your inbox. Eh&rould be &rimekeeper”
sub heading in your inbox.

The number of pending Timekeeper forms should bibha. Click on the word
“View” located to the right of Timekeeper sub heading.

My Mail My Details My Job My Timekeeper My Payroll My Leave My Training

Aurion Today

Inbox Leave Balances

View Leave Type Hours Days

few Recreation Leave 282:37  38.98

Personal Leave (Sick & Carers) 166:18 22.94

Additional Acad Sick Leave 253:145  35.00

See completStres 32.16

Long Service Leave

Pay Advice (8 pending)
General (3 pending)
Timekeeper (1 pending)

When you click on the word@limekeepeiit will take you to your inbox. This screen
displays all Timekeeper forms ready for your reVasstion (see below).

To access Timekeeper form, you should click on the releviiniekeeper form
under the headingopic. The message details screen should appear (as)belo

NOTE the supervisor will see the following messadpen they first open a
Timekeeper form:

You don’t have security access to approve; you camly forward this request

As the supervisor, you review the timesheets, sodbrrect that you see this
message. You can stitview the timesheet and when you have forwarded thiseto
finance officer, they will action the finahpproval’ of the timesheet to the payroll.
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Summary and resulting pay transactions

The summary (what the employee has submitted) esulting pay transactions are
visible by scrolling down (from current page).

My Mail My Details My Job My TimeKeeper My Payroll My Leave My Training

Home | Help | About | Knowledge Base

Inbox - Joseph Bloggs Joseon s | Logout

Aurion - Aurion 9 AURACPT Environment

Search Criteria

Sent Type From To Topic For Status

——I | I | I

[ searcH |[ciear |[ sHOw ALL |

| [Pending =]

Inbox - Jc:seph ﬁloggs (Page 1 of 1 pages, containing 9 items)

M From To Topic ﬁ& tatus

30-MAY-2008 Timekeeper Joseph Bloggs Timekeeper Form for 12-APR-2008 to 25-APR- Jackson .
nar18:02 Jackson Rayband 3005 Rayband pending

My Mail My Details My Job My TimeKeeper My Payroll My Leave My Training Logout

Home | Help | About | Knowledge Base
Message Details P
g Aurion - Aurion 9 AURACPT Environment

You don't have security access to approve; You can only forward this request

Availability Chart

Topic Sent 30-MAY-2008 09:18 from Jackson Rayband to Joseph Bloggs
regarding Timekeeper Form for 12-APR-2008 to 25-APR-2008.

Details From Jackson Rayband 30-MAY-2008 09:18.

Timekeeper Form for 12-APR-2008 to 25-APR-2008

Action |Leave as Pending ¥

Please select a recipient

Message [<]
OR |
ACTION SELECT RECIPIENT 'SELECT RETURN TO

For Saturday 12 April 2008
To Friday 25 April 2008

Summary
Type Actual
Hours
Hours Worked 7:15
Total Work Hours  7:15
Total All Hours 7:15

Daily Summary

Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri

Type 12/04 13/04 14/04 15/04 16/04 17/04 18/04 19/04 20/04 21/04 22/04 23/04 24/04 25/04
Hours Worked 7:15
e Iworinoo=1 B =53 s e s s s e s e e
Total All Hours — 1 wms 11—

If you wish to view the details of what the empleyactually entered, you catso
click on“View Inputs”. This will display the result of what the employ&#ered in
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their timesheet (similar view as above). Click“Back” to return to the Message
Details

My Mail My Details My Job My TimeKeeper My Payroll My Leave My Training Logout

Home | Help | About | Knowledge Base

Casual General Staff Timesheet - View o Aoy Sopn loses | Loaout

RAYBAND, Jackson Employee No 2069276, Sch Biomedical Sciences School

For Saturday 12 April 2008 4 Hours Worked 1 Additional Allowance Claims
To Friday 25 April 2008

< Back b VIEW DAILY | | VIEW WEEKLY

Hours Worked
Acct No DeptRef
Break Finish (Finance Officer (Finance Officer
Date Payment Type Start Time From Break To Time Comments Only) Only)
Mon 14th Apr | Hours Worked 9:00 12:00 12:45 17:00

Once in the message details screen, and the disiRisnployee has entered on their
timesheet are correct, you can click“@ELECT RECIPENT".

Choose the relevant Timekeeper Mailbox (CentrakRadlo forward the timesheet to
the Finance Officer for approval an8ttbmit for Approval”

The Finance/Admin Timekeeper Mailbox (Central Rple#l appear in a list similar
to this below:

Selection Criteria

Surname Preferred Name Location

[ | 1 | [(any valus) v

Central Roles

Role Name

TK Biosecurity CRC

TK BACS Faculty Office
TK BACS CIPDD
TK BACS Microscopy & Micoanlys

TK BACS Marine Studies

TK BACS Integrative L equme Res
TK BACS Eguine Genetics Centre
TK BACS Biomedical Sciences

TK BACS Integrative Biology
TK BACS Molec & Microbial Sci

Then, click on the appropriate Central role listethe search results



. Home | Help | About | Knowledge Base
Message Details

Joseph Bloggs | Logout
Aurion - Aurion 3 AURACPT Environment

Availability Chart

Topic Sent 20-MAY-2008 09:18 from Jackson Rayband to Joseph Bloggs
regarding Timekeeper Form for 12-APR-2008 to 25-APR-2008.

Details From Jackson Rayband 30-MAY-2008 09:18.

Timekeeper Form for 12-APR-2008 to 25-APR-2008

Action | Send this request v

For Saturday 12 April 2008
To Friday 25 April 2008

Summary
Type Actual
Hours.
Hours Worked F:15
Total Work Hours 7:15
Total All Hours 7:15
Daily Summary
Type Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
12/04 13/04 14/04 15/04 16/04 17/04 18/04 19/04 20/04 21/04 22/04 23/04 24/04 25/04
Hours Worked 7:15
Total Work Hours ~ 7:1
Total All Hours |\ \Fas | | | |\ T\

The“View inputs” option is also availablelick on“View Inputs” (as above)

My Mail My Details My Job My TimeKeeper My Payroll

My Leave My Training

. . " . . Home | Help | About | Knowledge Base
Casual Academic - Fixed Classification - View

Joseph Bloggs | Logout
Aurion - Aurion 9 AURACPT Environment

RAYBAND, Jackson Employee No 2071995, Sch Biomedical Sciences School

For Saturday 12 April 2008
To Friday 25 April 2008

Back VIEW DAILY VIEW WEEKLY

Contact Hours Worked

Contact  Contact Stop Acct No (Finance  DeptRef (Finance
Date Contact Hours. Course Code/Comments Start Time Time Officer Only) Officer Only)
Man 14th Apr Contact Hours BIOL101 7:00 8:00
Wed 16th Apr Contact Hours SC1202 9:00 10:00

Again, the summary (what the employee has subnjitted resulting pay transactions

are visible by scrolling down (from current pagéhck on“Back” to return to the
Message Details.



Home | Help | About | Knowledge Base
Message Details e toee | Leaowt
g Aurion - Aurion 9 AURACPT Environment
Availability Chart
Topic Sent 30-MAY-2008 09:18 from Jackson Rayband to Joseph Bloggs
regarding Timekeeper Form for 12-APR-2008 to 25-APR-2008.
Details From Jackson Rayband 30-MAY-2008 09:18.

Timekeeper Form for 12-APR-2008 to 25-APR-2008
Agfon | Send this request ¥

Send to TK BACS Biemedical Sciences
Message <]

[
< [ AcTiON | ) SELECT RECIPIENT | [_setecT rETuRn 1O

Please noteThe action drop down box (in the message detaites) has been set to
“Send this request’and thé‘'Send to TK BACS Biomedical Sciencegih this
example but will depend on the Central role that gbose).

Click on“ACTION” to send to the Finance Officer.

You should then return to your Inbox, the pendirgssage should no longer be
visible.

Home | Help | About | Knowledge Base
- Joseph Bloggs | Logout
I nbox Joseph Bloggs Aurion - Aurion 9 AURACPT Environment

Mo matching records found; Please change your search profile and try again

Search Criteria

Sent Type From To Topic For Status
= Timekeeper ha Pending L
]

[ sEArcH |[ cLEAR |[ sHOwW ALL |

Inbox - Joseph Bloggs

Sent Type From To Topic For Status

There is no mail under this category

Rejecting the timesheet

There is also an option t8§ELECT RETURN TO” which allows you to return to the
employee if changes are required to the timesheet.

If you are not happy with the hours that have b&dymitted, you have the ability to
reject the submitted timesheet. To reject the Tegler form, click othe relevant
Timekeeper form and the message details screempypkar. You shouldick on
“‘SELECT RETURN TO".



My Mail My Details My Job My TimeKeeper My Payroll My Leave My Training

Home | Help | About | Knowledge Base
Message Details S teaest
g Aurion - Aurion 9 AURACPT Environment

You don’t have security access to approve; You can only forward this request

Availability Chart

Topic Sent 15-MAY-2008 14:47 from Jackson Rayband to Joseph Bloggs
regarding Timekeeper Form for 12-APR-2008 to 25-APR-2008.

Details From Jackson Rayband 15-MAY-2008 14:47.

Timekeeper Form for 12-APR-2008 to 25-APR-2008

Action

Please select a recipient

Message

ACTION SELECT RECIPIENT SELECT RETURN TO

The following message details screen will appdea aiction clearly stating that the
request is to be returnéReturn this request” You should enter a message to
explain why the form has not been signed off. Timpleyee can then make the
relevant changes and resubmit to you for reviewing.

My Mail My Details My Job My TimeKeeper My Payroll My Leave My Training

Home | Help | About | Knowledge Base

Message Details e L

Aurion - Aurion 9 AURACPT Environment

Availability Chart

Topic Sent 15-MAY-2008 14:47 from Jackson Rayband to Joseph Bloggs
regarding Timekeeper Form for 12-APR-2008 to 25-APR-2008.

Details From Jackson Rayband 15-MAY-2008 14:47.

ekeeper Form fol Rl Q08 to 25-APR-2008

G [Return this request]+]
—

Message

[ [

ACTION E———

You should then return to your Inbox, the pendirgssage should no longer be
visible.

Home | Help | About | Knowledge Base

Inbox - Joseph Bloggs e R ACE e

No matching records found; Please change your search profile and try again

Search Criteria

Sent Type From To Topic For Status
5 [x gl I I I | o

Inbox - Jeseph Bloggs

Sent Type From  To Topic For Status

There is no mail under this category

The message has been sent back to the casual emaploy
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Deadline for reviewing the Timekeeper forms

You will have until Wednesday of non-pay week taieay (and forward to finance)
any Timekeeper forms that have been submitted wo Iyohe forms are not reviewed
and forwarded in a timely manner, the employee maoll get paid in the following
week for the timesheets they have submitted.

No Security Access Message

From Thursday of Non-pay week until Sunday of Ney-veek supervisors and
casual employees will be locked out of ESS ancetbes will not be able to submit or
review any timesheets. If you do try and accessekaeper through ESS on these
days the following error message will appeatr:

"An error has caused the selected process to tatenifihe error details are
shown below.

Reselect another option from the Self Service nEruor select the 'Back’
button.

Error Details

You do not have security access to this option

Reported By

EWO086_TIMEKEEPER”

ESS Timekeeper will be available again from Mondapay week..



