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FAQ's

To try and cover any questions or comments about holiday pay, overtime, lieu, pay dates etc we have put together this hand FAQ
which should answer any questions you may have. We have also listened and tried to amend our process to make it all as easy and
fair as possible. Happy reading!

How is overtime paid?
HOD’s — will accrue lieu time for any extra time worked unless exceptional and approved by Ops & GM.

All other contracted staff — will be paid overtime for any extra hours worked, must have an authorized overtime form. All staff other
than HOD’s will be paid for all hours that they work.

How is holiday paid?
e  For all contracted staff it is pro-rata your contracted hours.
For all casual staff...

e Each casual employee (either on a zero-hour contract or casual agreement) will have 5.6 weeks holiday per year to take, if
you started employment part way through the year this will be less.

e Holiday hours will be paid based on an average of how many hours you have physically worked.

e  How will this be tracked? We will keep a tracker of all hours worked on a weekly basis, so when you request holiday we can
record on your form your entitlement in weeks, what you have left and what your current average hours are so you have an
idea of how many hours you will be paid for that holiday. This isn’t the exact number of hours as when you take the
holiday, we will calculate your average hours up to that point. Weeks where no hours have been worked won’t be
included in the calculation, this is for hours physically worked only.

e HOD’s will be emailed monthly with what weekly holiday hours the casual staff in their departments have left to take at
that point.

Other related points

e Holiday / Lieu is per financial year — it will not be carried over into new financial years. Here, our financial year runs the
same as a calendar year, Jan to Dec.

e In 2024 HOD’s will be issues with guides on how much holiday needs to be used up each month / quarter to ensure none is
lost. Its important this happens and is acted upon.

How to access pay slips:

You should all have been provided (via email) a login to My Epay where you can access your pay slips. If you have not, please contact
HR who can facilitate this for you.

When is pay day?

Pay day will be the last working day of the month. Pay will be in your account by midday on that day.
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