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WORK SCHEDULE FOR PROPORTIONAL ACADEMIC STAFF

To ensure accurate processing of leave we need to record the normal working pattern in PeopleSoft (HR/Payroll database) for all employees who are employed less than full-time. Therefore can you please complete the panel below by indicating the hours you work on each day of the week, sign, have your Manager sign, then RETURN TO THE PAYROLL DEPT, BUILDING 9, AS SOON AS POSSIBLE.
0.90 FTE = 33.75 hrs/wk
0.80 FTE = 30.00 hrs/wk
0.70 FTE = 26.25 hrs/wk

0.65 FTE = 24.375 hrs/wk
0.60 FTE = 22.50 hrs/wk
0.55 FTE = 20.625 hrs/wk

0.50 FTE = 18.75 hrs/wk
0.45 FTE = 16.875 hrs/wk
0.40 FTE = 15.00 hrs/wk

0.30 FTE = 11.25 hrs/wk
0.20 FTE = 7.50 hrs/wk
	Name:

 FILLIN "Enter full name of employee" \* MERGEFORMAT 

FTE:   FILLIN "Enter proportion" \* MERGEFORMAT 


ID:   FILLIN "Enter Unitec ID number of employee" \* MERGEFORMAT 

	
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	TOTAL

	WEEK 1
	
	
	
	
	
	
	
	

	WEEK 2
	
	
	
	
	
	
	
	

	TOTAL NUMBER OF HOURS WORKED PER FORTNIGHT
	


Also please note, should your normal working pattern change throughout the academic year can you please advise us of the change to ensure continuation of accurate recording.

Should you require further clarification or assistance please do not hesitate to contact the Payroll Dept:

Surnames A to K: Cresencia Wells (xt 7720)

Surnames L to Z: Tanya Cations (xt 7719)

Thank you for your co-operation.

	Employee sign-off:
	
	Manager sign-off:

	Signed:
	
	
	Manager Name:
	

	Date:
	
	
	Signed:
	

	
	
	
	Date:
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