Timesheet Validation and Minimum Engagement Summary Sheet

Purpose

This summary sheet covers the key themes covered in the Casual Engagement Essentials: Timesheet Validation and
Minimum Engagement Session.

Time and Attendance Record Keeping

When reviewing timesheets

1 Approve timesheets according to the Timesheet submission and Validation Deadlines.

1 Where possible, set up a temporary delegation for periods of planned or unplanned leave.

Timesheet Validation

You MAY need to pushback a timesheet in the You should NOT push back a timesheet in the
following situations

Exceeding Estimated Hours: Casual staff members
clai calated to you and you do not know who the casual

incorrect (e.g., "Other Required Academic Activity"
instead of "Marking"). staff member is.

Submission Error: Errors in reporting hours, such as
reporting hours on a public holiday or weekend when

work was performed on a different date. You suspect

an entry error such as 100 hours when it should have
been 10 hours.

Title Timesheet Validation and Minimum Engagement Summary Sheet Effective Date: 17 September 2024 Version 1.0
Authorised by Director, HR Services Review Date: 17 September 2026 Page 1 of 2



https://www.adelaide.edu.au/hr/hr-online-systems/caps/caps-deadlines
https://www.adelaide.edu.au/hr/hr-online-systems/caps/caps-deadlines
https://www.adelaide.edu.au/hr/hr-online-systems/caps/timesheet-validator#temporary-delegation



http://www.adelaide.edu.au/hr/ua/media/10007/casual-minimum-engagement-information-sheet.pdf
http://www.adelaide.edu.au/hr/ua/media/10007/casual-minimum-engagement-information-sheet.pdf
file:///C:/Users/a1694599/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/WJSGVJE5/casual-minimum-engagement-information-sheet.pdf%20(adelaide.edu.au)
file:///C:/Users/a1694599/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/WJSGVJE5/casual-professional-minimum-engagement-information.pdf%20(adelaide.edu.au)
file:///C:/Users/a1694599/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/WJSGVJE5/casual-academic-minimum-engagement-information-sheet.pdf%20(adelaide.edu.au)

