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As a Variable Hours Lecturer/Casual, you will need to use the Ozola system for managing the 

sessions that you work and submitting timesheets for payment. This is a brief user guide with 

some key need to know notes and a breakdown of the process. It’s on online and paperless 

system that allows managers to raise bookings for cover teaching, training and staff 

development as well as additional responsibility for our established staff. Ozola manages the 

whole process from your manager raising the booking to the getting paid for the hours you 

have worked.  

 

1. Registering on the system:  

https://wiltshire.ozola.co.uk/candidates/tempcandidateaccount/login/ 
 
Please follow the step-by-step process by following this link to register on the system. 
Please note that you will require your CV in a Word format in order to complete this. 
 

2. Once registered…  
 

Your line manager will now raise a assignment for you on the system, this has to go 
through an approval process, this looks like;  

 
- Assistant Principal (for your department)  
- HR Services – to ensure all checks, including safeguarding are complete before turning 

live 
 
 

3. Your timesheets will now be ready for your submission… 
 
Once your assignment has gone through the approval process and set live by HR you will 
receive an email from Ozola to let you know that you have a timesheet to submit. Please 
note that this email is generated at the beginning of each month. Please see what this will 
look like below:  
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When you log in, you will see the timesheet appear on the right hand side of the screen, 
with the details of date and hours with a green tick box and a red cross, please see 
example below: 
 
 
 
 
 
 
 
You simply then need to click the green tick if this is correct or the red cross if you have 
not worked this and press the submit button below.  

 

4. Important things to remember… 
 

- Payday is usually the 26th of the month, unless this falls on a weekend or bank holiday, 

in which case you will then be paid the Friday before. 

 
- Hours on Ozola are always paid a month in arrears e.g. any June hours worked will be 

paid in July.  

 

- Payroll deadline – timesheets will need to be submitted by yourself and 

authorised by your manager, by the third working day of the month, in order to 

be included for payment on 26th of the month. 

 

- As long as an assignment has been created and approved by your line manager, the 

timesheets will be available for you to submit the day after the work has been 

completed. These will then go to your line manager for final sign off. You will receive 

automated alerts at the beginning of the month to inform you that you have timesheets 

to action – you will not need to login each day to check.  

 

- If you are an assessor your timesheet will come through to you for submission as £0, 

however, this is ok! Your line manager has to input the value and amount of learners 

when it goes back to them before payroll can pull their download.  

 

- If you have any queries regarding the hours that have been raised for you on Ozola 

(e.g. wrong rate or missing hours), please make contact with your line manager so that 

this can be resolved.  


