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Overview 
The following Award and Classification rules apply to all Employees of employment status: 

● Casual 
● Permanent Part-Time 
● Permanent Full-Time 

Employee Settings 
When creating or editing an Employee, a Classification and Award section will be displayed: 

 
Fig. 1 Contact Classification and Award Settings 
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Classification 
It is mandatory to set a classification. There is also the option to prevent Classification from being 
overridden. Checking this box will mean this classification will always apply to any shift this 
Employee works on, and cannot be changed at a job level. 
 
Scenario: ​Alana is a skilled Traffic Controller  (TC3), however she occasionally fills in for shifts of a 
lower classification. She always needs to be paid as a TC3, even if that shift skill requirement is 
lower.  
 
Alana’s classification is set to TC3 and ‘Classification Cannot Be Overridden’ is checked on her 
contact settings: 

 

Award 
It is optional to set an award for an Employee. If no award is set, the default award will be the 
Branch award for the job. However, if an award is selected here, this will become the default 
award that is applied on jobs. 
 
Scenario:​ J​ohn’s primary branch is Oakleigh, which pays workers the Victoria EBA award. He also 
does jobs for the Glen Waverley branch, which pays the Vic Award – a lower rate than Victoria EBA. 
Unless John is working for a Project or Company that pays a higher rate, John’s default award 
needs to be Victoria EBA, even on shifts he does for Glen Waverley. 
 
Victoria EBA is added as an award to his contact settings, but ‘Cannot Be Overidden’ is unchecked. 
This will allow him to be paid a higher award for specific shift types, companies or projects. 
 

 
 

Salary Employees 
There is also an employment status called ‘Salary’ in settings. If you have employees on salary, 
selecting this drop down will automatically mark their classification as ‘Salary’ and prevent this 
from being overridden.  
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Fig. 2  Salary Employee settings 
 
Salary Employees can be allocated to jobs in the same way as casual or part time employees. 
They will still use the mobile app and are required to submit any required forms and their 
timesheet. However, the following Award and Classification rules outlined following will not apply 
to them, and they will be excluded from Payroll Interpretation. 
 
 

 
 

Where can Awards be set in Alloc8? 
In addition to the award you must set when creating a branch, you can also add awards to 
Companies, Projects, and Shift Types. 

Awards for Companies 
An Award can be set for a Company by going to 
Company > Edit Company 
 
Scroll down to Awards and select ‘Add Award’. 
Select the relevant branch and the award from the 
drop down menu.  
 
Note: While you can add multiple awards for a 
company, you can only have one award per branch. 
 

Fig. 3 Company Award Settings 
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Awards for Projects 
 
If you have a project that needs to pay a specific award, you 
can add this by going to Projects > Edit Project and selecting 
an award from the drop down list. 
 
Fig. 2 (left)  Project Award Settings 
 
 
 
 
 
 
 

 
 
Award and Classification for Shift Types 

 
You can also add an award and 
classification directly to a Shift Type. 
 

1. Go to Shift Types > Edit Shift Type 
2. Select Award 
3. Select Classification (this is 

    mandatory if an award is selected) 
4. Click ‘SAVE’ 

 
Shift type is the only other area you can 
add a classification to, other than the 
Employee. 

Fig. 4  Award and Classification for Shift Type 
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What Award and Classification does an Employee get paid? 
The Award and Classification hierarchy will be applied every time a resource is allocated to a shift. 

Award Preference 
Unless the employee being allocated has an award that cannot be overridden, the award applied 
will use the following in order of preference: 
 

1. Shift Type 
2. Project 
3. Company 
4. Branch (or Employee award if one is set) 

 
 

 
Fig. 5  Award hierarchy 
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Classification Preference 
The only two areas in Alloc8 you can set a classification is on the Employee’s settings, or to a 
particular shift type.  
 
If a classification is set for a shift type, this will be applied. Otherwise it will use the classification 
set for the Employee being allocated. 
 
If the Employee’s classification cannot be overridden, that classification will always be applied. 
 

 
Fig. 6  Classification hierarchy 
 

Changing the Award or Classification manually 
After you allocate a resource, you will see what is applied under the ‘Award and Classification’ 
column. Any applicable allowances that have been added to a Shift Type will also appear here. 

 
Fig. 7 Resource Allocation screen 
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You can manually change this by clicking the green ‘Change’ icon in the Actions column  
 
This will open a new pop-up window. Click the second tab ‘Manage Shift Awards’ 
 

 
Fig. 8 Manually changing Award or Classification 
 

1. Change the Award* 
2. Change the Classification* 
3. Add additional allowances here 

 
*If Award or Classification cannot be overridden, you will not be able to change it. 
 
Note:​ only the available classifications and shift roles for the award selected can be chosen.  

Changing Award or Classification after a Timesheet has been submitted 
You can do these same changes on the Timesheet page. You may need to unlock the Timesheet 
first. You will not be able to change the Timesheet after a job has been invoiced. 
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