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1. Casual Hours
Casual employees need to claim for all casual hours worked by selecting the relevant casual rate from the drop down and inputting the hours worked. 
2. Bank Holiday Payments
These payments can be claimed by selecting casual hours 2.0 from the drop down screen and inputting the relevant amount of hours worked. It is important to use this option and NOT double the amount of hours worked.
3. Callout
The extra payment should be claimed as a non-pensionable call-out, a minimum payment of  two hours at plain time rate will be made for the first call out and on the drop down you should  select Callout @ 1.0 (non pensionable) and input the number of hours undertaken at flat rate.  If the callout extends beyond 2 hours or there is a subsequent callout during the same standby period, this will be paid at time and half; select Callout @ 1.5 (non pensionable).
4. Standby
The extra payment should be claimed by selecting Standby (non pensionable) from the drop down and inputting the number of standby payments due.

5. Nights
The extra payment should be claimed by selecting Nights 33% - Non Pensionable SS from the drop down and inputting the number of hours worked this in addition to the number of casual hours input on the Casual Payment @ 1.0.
e.g. 9 casual hours worked during the night, you would need to input:

9 @ Casual Payment @ 1.0

9 @ Nights 33% - Non Pensionable SS
6. Sleeps In
The extra payment should be claimed by selecting Sleep-in – Single Status from the drop down and inputting the number of sleeps-in.
7. Holiday pay
All hours claimed by casual staff will accrue holiday pay at 12.0319%. If staff want to claim any of these hours at any time throughout the year they can be claimed by selecting Holiday claim hrs and inputting the number of hours required to be paid.  Managers should ensure that the employee has accrued the amount of hours they wish to claim by asking the employee to produce their payslip. Any unclaimed hours will be automatically paid to staff in April following the leave year. (For more information see Casual Holiday Managers Q & A & common issue causes).
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