e Completing Your Timesheet

Trinity Saint David
BIRMINGHAM HPL Timesheet

Each month a new timesheet template will be sent you

for completion. Included in the first tab on each timesheet is a
‘HPL Guide’. To start your timesheet, click the ‘Timesheet <Month/
Year>‘ tab.
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Step 3: Enter in details of work completed during the calendar month, the timesheet is separated into:

Teaching Activity (Timetabled lecture, dissertation supervision & resit/rework support)
Non Teaching Activities (Team/staff/module meetings, training, module lead, etc...)
Non Teaching Activities with Admissions (Interview, interview training sessions, etc...)
Marking (Assignments, dissertations, projects, exams, etc...)

Other Marking (Moderation, etc...)

Much of the information can be selected from drop-down lists, including date, start and end times, module codes
(and module codes inc. component numbers in the marking sections), etc... Once you have entered information

in a row, areas for completion will be highlighted in pink, please ensure all required information is entered. Some
information will be automatically completed for you, such as ‘Module Title’, ‘Rate Per Script’, ‘Total Hours’, etc....

iAreas that need to be completed will be h|gh||ghted in plnk JActMty
Trearn, TEs, O Mg, module lead, etc...)

Myllate [lnc Hollday Pay): £40
\_Break Total Hours | Module Codt ] e = aoy

Date
15 January 2024

| | y
i i >

If you select ‘Training/CPR (please enter details here)’, please ensure you add the title of the training/CPD
attended. In ‘Description of work undertaken’ you can enter your own answer or edit an existing answer, if the
dropdown does not contain the correct description of the task you are claiming for.

Step 4: Check your timesheet, please ensure that all required information has been completed and that there
are no sections highlighted in pink. Sign your timesheet, by typing your full name, you are signing the timesheet
electronically.

Employee Signature:

Step 5: Email your completed timesheet to birminghamtimesheets@uwtsd.ac.uk. For ease, please attach a copy
of your timesheet to the email. If you choose to send a link to your timesheet, please ensure that you grant
access to d.baker and c.stroud.

If you have any queries, please email birminghamtimesheets@uwtsd.ac.uk




