


ROTA FORM 30
          
	Name:
	
	Date:
	


	
Week: 
	



	DAY
	
	Start time
	
	End time
	
	Lunch times
	


	Monday
	
	
	
	
	
	



	Tuesday
	
	
	
	
	
	



	Wednesday
	
	
	
	
	
	



	Thursday
	
	
	
	
	
	



	Friday
	
	
	
	
	
	



	Saturday
	
	
	
	
	
	



	TOTAL HOURS
	


Work Shifts Times
Full-time working shifts: - 8am - 4pm OR 9am-5pm, 10am-6pm Mondays – Fridays.  Part-time working shifts: - (9am-1pm, 1pm-5pm Mondays – Friday). 
Holiday time away: - Enter Paid Holiday under Start time(ensure that holiday is approved on holiday request form)
Lunch allowances: - PT=30 minutes for every (4) hour shift    FT= 60 minutes for every (8) hour shift  
Terms and Conditions 
1. Please ensure that you always sufficient work to match your intended hours at least (2) days in advance. 
2. If you do not have sufficient work in your inbox, request work from management and ensure that you receive work to do at least (1) day before your scheduled work time, as  You are required to clock out if you do not have enough work to do for planned work hours
3. Submit this form via email every Friday to HR Department.  
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