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Policy

         Time and Wages Record


 

Date Effective
         August 2001

Date Renewed
         May 2005
The employer shall meet all legislative requirements in relations to Employee Time Records and Wages Records:

Standard Practice

Employee Time Records

Each employee Time Records shall detail:

1. Employee Name

2. Program Name

3. Period From and To

4. Hours worked each day including commencement, meal breaks and ending times. The time occupied to complete filling in the Staff Time Sheet are considered as time of duty, but does not apply to checking in or out when entering or leaving Share & Care Community Services Group premises.

5. Hours contracted to work per fortnight

6. Hours actually worked per fortnight

7. Accrual hours credited and debited each fortnight

8. Employee’s signature and Program Managers signature

Standard Practice

Collection of Employee Time Record

The Program Manager shall be responsible for:

1. Signing all employee’s Employee Time Record

2. The delivery of the records to the Administration Manager  by 10.00 am each Tuesday / Wednesday fortnightly

3. Providing the next fortnight’s records

4. All Time Record Sheets must be then overviewed and signed by the Financial Controllor  before processing
5. The Chief Executive Officer must approve any overtime pre payment.
Standard Practice

Storage of Employee Time Record

The Financial Controllor is responsible for the storage of the records in a locked filing cabinet in the Chief Executive Officer’s Office.

Standard Practice

Employee Wage Record

Each Employee Wage Record shall detail:

1. Employee Name

2. Program Name

3. Period From and To

4. Hours contracted to work per fortnight

5. Hours actually worked per fortnight

6. Accrual hours credited and debited each fortnight

7. Rates of pay

8. Allowances paid

9. Deductions taken

10. Gross and Nett salary

Standard Practice

Electronic Storage of Wages Record

The Financial Controllor is responsible for the data entry of all records.
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