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All times must be in DECIMAL time format. The Minute to Decimal Convertor can be accessed on the PMD ‘forms’ website under Casual Staff.
1. Casual staff member to complete, sign, date and hand to Supervisor for approval.
2. Supervisor to approve, sign and date before submitting to either: 

a) 
the cost centre Administration Officer who must enter the details on StaffOnline by Monday c.o.b. of the week between pay weeks. The hard copy must then be delivered to PMD for filing.
b)
PMD by Thursday c.o.b. of a pay week for payment in the following fortnightly pay.
	Section A  To be completed by casual Staff member and signed by authorised officer

	Surname
	     
	First name(s)
	     

	Faculty/Division
	     
	School/Branch
	     

	Job no:
	     
	
	Employee ID:
	     


	Day
	Date
	Start Time
	Finish Time
	Start Time
	Finish Time
	Hours Worked

	Thursday
	     
	     
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	     
	     

	Thursday
	     
	     
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	     
	     

	Total Hours
	     

	Employee signature
	     
	Date
	     


	Section B  Approval and entry into StaffOnline 

	     
	
	     
	
	     
	
	     

	Approver name (please print)
	Signature
	  Ext no.
	      Date

	     
	
	     
	
	     
	

	Date entered into StaffOnline
	Processed by (please print name)
	Ext no.
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