	[image: image1.png]VVVVVVVVVV




	PAYROLL AUTHORIZATION
FOR CASUAL/HOURLY STAFF


	Position Title
	

	Department
	

	Position Reports to
	

	Work Schedule
	      hours per week

	Pay Rate
	$____ per hour                 (see approved rates for typical casual positions below)

	Vacation Pay
	 FORMCHECKBOX 
  __% added to hourly rate

 FORMCHECKBOX 
  included in hourly rate

	Salary Account Distribution
	     
	     %

	
	     
	     %

	Position Type
	 FORMCHECKBOX 
  secretarial     FORMCHECKBOX 
  library support     FORMCHECKBOX 
  clerical     FORMCHECKBOX 
 technical

 FORMCHECKBOX 
  other (      

	Start Date
	     
	End Date
	

	Name of Employee 
	     

	Employee Number
	          
	Position Code
	

	

	TSOnline @ Acadia

	Will the employee be entering time worked themselves?
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Is the employee a current Acadia Student
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No    Student #      

	Individual authorized to sign time sheets for TSOnline
	

	Alternate authorized to sign time sheets for TSOnline
	

	User Name Login
	


	AUTHORIZATION
	Signature
	Date

	Department or Budget Unit Head
	
	


Approved Hourly Rates effective April 1, 2012
Minimum Wage
$10.15 + 4% vacation pay


If hourly rate is greater than $10.56 per hour, vacation pay may be included in hourly rate.
Sport Instructor

$20.00 VP included

Secretary/Clerk

$13.50 + 4% VP
Minor Official

$10.15 + 4% VP








Library Assistant
$10.15 + 4% VP
Fitness Instructor
$18.00 VP included


Lifeguard 

$10.15 VP included

Campus Patrol

$10.15 + 4% VP

Deck Supervisor
$11.20 VP included

Event Security

$10.15 + 4% VP
Swim Instructor

$10.15 VP included









