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Guide to Teachers claiming additional hours/days



Guide to Teachers claiming additional hours/days


Teachers who work additional hours or days should follow the steps below to make an online claim.


Click on add on the top section – Casual/Additional Casual Work
[image: ]


Complete the following sections –
· Date worked.
· Position, select from the drop down list.
· [bookmark: _GoBack]Reason for work.


The element used can be one of two either – 
· P336 which is used for claiming hours or 
· P337 which is used for claiming full days.


Teachers must not use element P440, if this element is used the wrong payment may be made.
The two examples below show a claim for hours and a claim for days.


Claim for Hours
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Claim for Days
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Once the above claims are complete they can be submitted to your authoriser and when approved will be paid in accordance with the published Payroll deadlines.
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= Position

= Reason for Work
* Element Name

Hours/Units
Rate
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Override Salary Point
Alternate Cost - Objective
Alternate Cost - Subjective

Employee Name ~ Baron, Mr. Michael
Enter any changes below. Click Ok to continue this action, click Cancel to cancel this action and return to the previous page.
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Click Update or Add to make changes to the sections below. Click Next to continue this action, click Back to return to the previous page, click Cancel to cancel this action, or click Save for Later to finish this action later.
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