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Instructions

1. This form is used to: apply to work part time; vary part hours; or notify of a reversion to full time hours.

2. This form is not to be used to vary the hours of a temporary employee; a new employment contract detailing the new hours of engagement is required.

3. An Attendance Roster must be completed and attached to this form when a change in work pattern has occurred unless the employee is returning to full time hours on a standard roster.
Note:  A change in roster may effect on your pay depending on where the roster change occurs in the pay cycle.
	Personal Details

	Name:  Robert Schmidli
	AGS/Employee number:  78050999

	Directorate/Organisation:   FORMDROPDOWN 

	Classification:  Staff Specialist

	Position number:       
	Annual Leave Entitlement:  

	Full Time to Part Time Hours

	Intended weekly hours:  9
	Position no:       
	Classification:  Snr Staff Specialist

	Proposed period for part time employment
	From:    /  /    
	To:    /  /    

	Is position to be declared part time?  
	Is this your substantive position?  

	Alteration to Part Time Hours

	Current weekly hours:       
	Proposed weekly hours:       

	Proposed period for change to part time employment
	From:    /  /    
	To:    /  /    

	Note:  Unless Shared Services is otherwise advised, when the proposed period of part time employment lapses you will revert to your previous status.

	Reasons for Application

	Tick the relevant box/es:

 Combining work with family commitments

 Preparation for retirement

 Undertaking study

 Difficulty in undertaking full-time work due to disability or medical reasons

 Readjustment to the workplace after extended absence, e.g. personal leave, maternity leave

 Attendance Roster completed and attached

Applicant’s signature:  



  Date:    /  /    

	Part Time to Full Time Hours

	Date of effect of reversion to full time hours:     /  /    
Only complete and attach an Attendance Roster if you will be working non-standard hours.

	Delegate Approval

	Name:       
	Phone:       

	Title:       
	Position number:       

	Signature:
	Date:    /  /    


Send to Shared Services for action via:
Email to HRSharedServices@act.gov.au
Internal mail to Shared Services, Level 5, Eclipse House, 197 London Cct, Canberra City
Attendance Roster

	Personal Details

	Name:       
	AGS/Employee number:       
	Classification:  Staff Specialist 

	Directorate/Organisation:   FORMDROPDOWN 

	Weekly Hours:       
	Position number:       

	Note: 

This Attendance Roster may be used for rotations that vary from week to week for up to 12 weeks.  Only complete the Attendance Roster for each week where your working hours/days vary (e.g. if your work pattern for week 1 is different than your work pattern for week 2, complete weeks 1 and 2).
A change in roster may generate positive or negative pay adjustments depending on where the roster change occurs in the pay cycle.

	Timetable of hours week 1 (week 1 is pay week)
	Timetable of hours week 2 (week 2 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	    

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	    
	     
	     
	     
	Wednesday
	     
	     
	     
	     

	Timetable of hours week 3 (week 3 is pay week)
	Timetable of hours week 4 (week 4 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	Wednesday
	     
	     
	     
	     


	Timetable of hours week 5 (week 5 is pay week)
	Timetable of hours week 6 (week 6 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	Wednesday
	     
	     
	     
	     

	Timetable of hours week 7 (week 7 is pay week)
	Timetable of hours week 8 (week 8 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	Wednesday
	     
	     
	     
	     

	Timetable of hours week 9 (week 9 is pay week)
	Timetable of hours week 10 (week 10 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	Wednesday
	     
	     
	     
	     


	Timetable of hours week 11 (week 11 is pay week)
	Timetable of hours week 12 (week 12 is non-pay week)

	Day
	Before meal break
	After meal break
	Day
	Before meal break
	After meal break

	Thursday
	     
	     
	     
	     
	Thursday
	     
	     
	     
	     

	Friday
	     
	     
	     
	     
	Friday
	     
	     
	     
	     

	Saturday
	     
	     
	     
	     
	Saturday
	     
	     
	     
	     

	Sunday
	     
	     
	     
	     
	Sunday
	     
	     
	     
	     

	Monday
	     
	     
	     
	     
	Monday
	     
	     
	     
	     

	Tuesday
	     
	     
	     
	     
	Tuesday
	     
	     
	     
	     

	Wednesday
	     
	     
	     
	     
	Wednesday
	     
	     
	     
	     


Send to Shared Services for action via:

Email to HRSharedServices@act.gov.au
Internal mail to Shared Services, Level 5, Eclipse House, 197 London Cct, Canberra City
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