How does the new timesheet worlke?

“Week Ending”

Write here the “Sunday” date of
the week this timesheet relates
to.

“Employee No”

This is your 5 digit unique
employee number which was
given to you when you first
registered with Select Education.
It begins with 86-XXXXX. You
will find this written on your
Photo ID Card. It is essential
you write this down on all your
timesheets.

Entering time details:
(1) Timesheet per (1) Assignment per (1) Week

Each timesheet is unigueto one (1) assignment
only. Do not record time for different
assignments on the same timesheet. Enter the
Date/Month, "Start” & "Finish” times in hours and
minutes. Any unpaid break should be clearly
written and not included in the Total Hours. If you
are being paid for breaks, leave this column blank.
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Authoriser’s Signature Candidate Signature
Please fax to the pay office by 7:00 pm Friday.
The fax number should only be Qsed for time sheets.

Comments: \

14 days upon presentation (as highlightqd on our website). No payment will be made without a time sheet signed by the authoriser.
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“Booking No”

This is a unique 6 digit number
that relates to your assignment
and begins with 86-XXXXXX. It
is not essential that you write this
in, but if it is given to you by
your Consultant then write this
on the timesheet.

“Employee Name”

Please write your full name
neatly and clearly in this space.

/ We use a computer program to

read some of the information on
the timesheet. So clear & neat
writing is essential.

P.S. Don't forget to sign your
timesheet!!

“Centre/School Name”

Always write down the name of
the Childcare Centre or School
that was given to you by the
Consultant. This is the name we
use on our computer system to
identify the assignment.

Client approval accepts that the above Yrs Worked is correct. It also accepts our standard terms of business and agreement o pay the account in
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“Handy Hints”
* Make sure you are using Form No. 206
¢ Only use a BLACK or BLUE pen.

« Don't wait until the end of the week to fax
in your timesheet. If you have completed
an assignment at the Centre for the week,
fax that timesheet in immediately.

¢ Only timesheets should be faxed to this
number. Any other documents received
will be deleted.

« Download blank timesheets from our
website — www.selecteducation.com

¢ Call your Consultant immediately if you
have any questions.




