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Nga Mara Tamariki o te Upoko o te Ika



RELIEVING TEACHER WEEKLY TIMESHEET
To ensure payment can be made, it is the reliever’s responsibility to mail, fax or deliver this form each week to: 
WRFKA, P.O. Box 51-143, Tawa or 211 Main Road, Tawa or Fax:  232 3096 or email to timesheets@wn-kindergarten.org.nz
	Name:


	Private Address:

	Are you a new employee:              YES / NO  

                                                     (Please circle one)             

If yes, please complete all details on this form AND return with a completed IR330
- see back for more details -
	Contact Phone Number:
Mobile Phone Number:
	Email Address:

	Date of Birth:

 
	………/………/…………
	Please tick one:     Early Childhood Trained     (     In-training (ECE)     (
                              Primary Trained                  (     Untrained                (
Have we received copies of your qualifications?
               
          (

	Bank Account Details:


	
	IRD Number: 
	Tax Code:

	
	
	
	
	
	
	

	Date 
	Name of Kindergarten


	Start Time
	Finish Time
	Name of Absent Teacher
	Head Teacher’s Signature
	Please indicate with a tick that you have you signed Staff Hour Count?

(

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	   Date: ……………………                                                        Relieving Teachers Signature: .....................................................
        January 2012                                                                                                                          Turn over page for helpful hints

	

	



· Who completes a “Timesheet”?

Short Term Relievers and other Teachers as required by the Association.

This timesheet tells us when and where you worked and the number of hours to pay you.  It is important therefore that all the details are filled out correctly and that the Head Teacher (or acting HT) for each entry has checked and countersigned the timesheet.

· Pay Days
For relievers we pay fortnightly on a Wednesday.  Cut off for pays is the Monday morning of pay week.

Pay Period Schedule 2012
	Pay Days for 2012

	11 January 
	11July

	25 January
	25 July

	8 February
	8 August

	22 February
	22 August

	7 March
	5September

	21 March
	19 September

	4 April
	3 October

	18 April
	17 October

	2 May
	31 October

	16 May
	14 November

	30 May
	28 November

	13 June
	12 December

	27 June
	26 December


Timesheets received after cut off dates will be processed in the next pay period.
(   Your Payslip

You will receive a pay slip with your first pay only.  

This will contain Instructions and your pay slip ID.  Thereafter you will require your ID to log onto kiosk.ipayroll.co.nz to view your pay details, print off a payslip, pay history, tax summary and also to apply for leave.
(   IR330s
If you are a new employee and you have not sent us an IR330 please obtain one from your Head Teacher, then complete, sign and send it to us with your Timesheet.
Please note it is a legal requirement to provide the employer with an IR330  

A delay sending it in will mean a delay in pay!
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(   Tax Codes
The Tax Code is an alphabetical code which determines the rate of PAYE tax to be deducted from your pay.  These are explained on the IR330.

Please note if you don’t show a tax code then you will be taxed 45 cents in every dollar!

(   Bank Account Numbers
When you start with Wellington Kindergartens or experience a change of bank accounts, you should send us a bank deposit slip, preferably with the timesheet, at least a week before your first or your next pay. 

· Short Term Relievers
If you are Short Term Relieving, you need to fill in the timesheet showing the date, kindergarten, your start & finish times and the name of the absent teacher.    Your timesheet needs to be signed by the Head Teacher at each of the kindergartens you relieved at.
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(    What happens if I have a
 query about my Pay?
Call Ellen on (04) 2321 651 or email ellent@wn-kindergarten.org.nz for any enquiries relating to your pay. To help us identify the payment in question you will be required to state the date, name of kindergarten and the time you worked, etc.
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Always Keep A Diary!
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· Pay Rates & Leave
Where you do not hold an Early Childhood Teaching Diploma your rate of pay will be based on the untrained rate.  Relievers with Primary & Secondary school teaching diplomas are paid a higher rate on the “untrained” scale.

Relievers, including full time teachers, who have a teaching history in a recognised pre-school environment, are entitled to be paid at the appropriate “trained rate” from the date they were issued the recognised Early Childhood Teaching qualification.
If you wish to have previous service recognised for pay purposes then you must provide us with written confirmation from previous employers (outside the kindergartens).

For further information relating to trained rates please refer to the Teachers Collective Agreement. Untrained relievers please refer to the Support Staff Collective Agreement.

Sick Leave and Holiday Pay provisions (where applicable) are also discussed in the Agreement.
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