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“Allowance Incorporated “

~~ Attendant Care ~~

Your Payroll Responsibilities
1. YOU MUST SUBMIT YOUR TIMESHEETS ON TIME
2. TIMESHEETS MUST BE COMPLETED IN FULL I.E DAY & DATE

3. START TIME & FINISH TIME CLEARLY MARKED ON ALL SHIFTS WORKED

4. ALL ADJUSTMENTS MUST BE SIGNED or INITIALLED BY BOTH EMPLOYER & EMPLOYEE

5. NEW STARTERS PAPERWORK RECEIVED IN FULL PRIOR TO INITIAL PAY BEING PROCESSED – ORIGINALS ONLY 
6. MANAGE YOUR HOURS – DO NOT EXCEED ALLOCATION – INCLUDING WEEKEND SHIFTS & AGENCY HR CONVERSIONS
7. ADVISE PAYROLL OF YOUR INTENTION / PLAN TO USE SAVED HOURS IN WRITING OR VERBALLY

8. MUST ADVISE ALLOWANCE IF YOU ARE GOING INTO HOSPITAL AND WHEN YOU RETURN If you intend to use a nominated amount of hours for domestic assistance whilst you are in hospital than Allowance must be informed
9. ADVISE ALLOWANCE PAYROLL OF ADDRESS & INFO CHANGES FOR YOURSELF & YOUR CARERS
10. YOU MUST ADVISE IF YOU TERMINATE STAFF OR IF THEY LEAVE  
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PO Box 3024, Bangor Post Office , Bangor NSW 2234

Ph: 02 8525 4000 Fax: 02 8525 4011

info@allowance.org.au
www.allowance.org.au
Abn: 47 110 995 518


