
Prepared by L Stenos 07/10/2010 Version 1
G/EDM/Plant/Myrtle Rust/Logistics 
/Personnel

Have you filled in your “out of office” leave in ESS?

Form will be returned to officer from payroll if not filled out correctly

Do not forget to
insert cost code

Only to be
filled in by 

payroll officer

Tick the 
appropriate box

For overtime payment 
or LIL

Make sure you 
identify your travel times

at start and end 
of roster period 

If no travel indicate with NIL

Don’t forget
signatures

Total 
hours must
be entered
By officer

Minimum ½ hour
After 5 hrs

Each meal break

example

SAMPLE Indicate the location 
you have worked at

There could be 
Multiple response

Locations and incidents


