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October 2025 v2.0

In signing and submitting this form I declare that, I have completed an appropriate timesheet for the hours set out in this 
form; and the hours entered are true and accurate record of actual hours worked.
IMPORTANT NOTE - Please note that the completed forms must be emailed to payroll@uq.edu.au by your Supervisor ONLY.

• There must be an approved timesheet for the period of the penalty claim before any penalty claim will be processed.
Penalty claims without a completed and approved timesheet will not be processed and payment may be delayed

• Where possible, please fill in the form on a computer using Adobe Acrobat reader and sign digitally into the signature fields. Once the 
form is signed by the claimant digitally, it will not be possible to edit/override claims. 

INSTRUCTIONS 

• Please indicate if you have a current flexible work arrangement in place, approved by your supervisor:

• Please confirm if you were directed by the University to work on the times specified:

Note: Consistent with clause 36.7c of the EA, no penalty payments are payable for employees who elect to work 
ordinary hours under a flexible work arrangement, including hours worked outside normal span of hours and/ or on 
weekends. Penalties are only payable where UQ directs you to work ordinary hours outside the relevant span or on a 
weekend.
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