[bookmark: _GoBack]Log of Hours and Timesheet Submission
Depending on whether you are employed through HR or Unitemps, the method of claiming payment for your work will vary. 
The deadline for submitting timesheets/Log of Hours is the 10th of every month. All the work carried out on or before the 10th of each month (on or around the 5th day in December) will be processed in that month’s payroll and the payment will be made on the university pay day (usually the day before the last working day of each month (except in December). 
LOG OF HOURS (Non-student Invigilators ONLY)
· All invigilators who are employed through the HR department of the University must complete the log of hours spreadsheet. 
· Log of hours is cross-checked with Exams Ops records (database and exam documentation)
· Pay calculated and submitted to payroll the following month (where possible). 

[image: ]
UNITEMPS TIMESHEETS (Student Invigilators ONLY)
· All invigilators who are employed through Unitemps must submit timesheets via Unitemps website (www.unitemps.com)
· Timesheets are submitted on a weekly basis, i.e. you can only submit one timesheet per role per week.  
To submit timesheet: 
· Log in to your Unitemps profile and click on ‘Submit Timesheet’ option in the home page. 
· You will have to submit your lead and assistant hours under two separate roles ‘Lead Invigilator’ and ‘Assistant Invigilator’ respectively. 
· Please select the appropriate role and select ‘Create New Timesheet’. 
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Examinations Office

1 Notes for completing timesheet:
2z 1. For POOL slots, leave the "exam start/finish” fields empty. Type the pool start time in the "location” field. This will generate 1 hr pay for Pool.
3 2. Indicate in the comments fields any pay-related anomolies. Also note any discrepancies to the auto-calcuation of grand total lead/assist hours.
4 |3. For main exam periods, please submit just one copy of this spreadsheet (if you need more space use a second file).
5 4. For termtime exams outside main periods, the pay period runs from the 11th - 10th of each calendar month.
o 5. Training hours, parking deductions and expenses will be processed seperately but please note them in comments below.
7 Pay start date:|
8 Pay end date:
9 Exam period:
Exam Location Exam Arrival & | Hours Hours Comments
date L duration |departure [payable: |payable: | (e.g. AEA no shows, time worked
o (oMM (Building/Room) (hrs) (hrs)  |ASSIST | LEAD ide paid arrival/departure)
1 3.00] 1.00] a.00[ 0.00|
12 3.00 1.25]  0.00[ 4.25
13 3.00 1.25]  0.00[ 4.25
14 0.00] 1.00]  1.00[  0.00|Not used
15 0.00 1.00]1.00] 0.00]Sent to Coates 20
16 3.00 1.25]  0.00[  4.25]Sent from Pool
17 1.00] 1.25 0.00) 2.25 | No show - waited one hour
18 1.50] 1.00] 2.50) 0.00 |Student didn't take full time
19 0.00] 0.00] 0.00] 0.00]
20 0.00] 0.00] 0.00] 0.00]
21 0.00] 0.00] 0.00] 0.00]
22 0.00] 0.00] 0.00] 0.00]
23 0.00] 0.00] 0.00] 0.00]
24 0.00] 0.00] 0.00] 0.00]
25 0.00] 0.00] 0.00] 0.00]
26 0.00] 0.00] 0.00] 0.00]
27 0.00] 0.00] 0.00] 0.00]
28 0.00] 0.00] 0.00] 0.00]
29 0.00] 0.00] 0.00] 0.00]
30 0.00] 0.00] 0.00] 0.00]
0.00. 0.00.





