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Please select the appropriate Services Report to submit. This selection will determine the values presented for selection in several subsequent fields within the form.
Then press the "Continue" button and the form that you request will open.
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Notes
The completed form must be ministry approved for processing.
The personal information you provide on this form is collected by Ontario Shared Services (OSS), Ministry of Government and Consumer Services, for the purpose of administering remuneration payments to you, and to remit any taxes payable to the Canada Revenue Agency pursuant to section 153 of the Income Tax Act (R.S.C, 1985,  c.1). If you have questions about the collection and use of your personal information, please contact the OSS Contact Centre at:
Telephone Number
Teletypewriter (TTY)
Within the Greater Toronto Area
416-326-9300
 416-327-3851
Toll Free
1-866-979-9300
1-866-310-7259
Refer to the Service Report Guide for information and samples on how to complete the form.
Refer to the Service Report Guide for information and samples on how to complete the form.
Fields marked with an asterisk (*) are mandatory.
1. Appointee Contact Information
Override Department?*
2. Part-Time Per Diem Appointee Services Provided
Override Rate?*
Comments?*
Comments?*
3. Appointee Certification
This is to certify that the above remunerations were incurred by me while on government business.
This is to certify that the above expenses were incurred by me while on Government Business.
4. Approval and Authorization
5. Ministry/Agency Use Only
Particulars (Details of Services performed) ‒ This represents the type of work performed.•  The value selected here will determine payment in WIN. Rates of pay for the item selected are normally controlled by payroll.•  Enter the Time Reporting Code and Description related to the Activity/Services provided.•  For a list of Time Reporting Codes, please contact your local Ministry/Agency management or representative to obtain a list and instructions that apply to your Agency.
The rate at which the particular entry is to be paid.•  Please reference the guide for additional information.•  Enter the applicable Units: Daily or Hourly.•  Note that Hourly and Per Diem Rates are controlled by the Payroll department. Entry into this field is for reconciliation purposes.•  Overrides to the rate are allowable for certain types of entries only (entries paid at an hourly or daily per diem rate); others such as flat rates for units worked are strictly controlled by payroll and cannot be overwritten.
Comments can be used for any purpose, such as:1.  When an override rate has been applied, please specify the job for which the rate applies. Unless otherwise specified, the timekeeper will not enter rates as they are controlled by payroll.  An example of when an override rate is used is when a Member performs duties in the capacity of an Vice-Chair. The job performed should also be recorded for audit purposes (will also be entered in WIN).2.  That an override department has been applied. An example of when an Override Department is required is when a Judge working out of court A is asked to preside over a case in court B, and all charges for services are to be incurred to court B cost centres.3.  To record Reference identifiers (e.g., case number, session, sitting, hearing, mediation, invoice, etc.).4.  To track actual dates worked (when the entry includes work performed over multiple days).5.  To provide specific details pertaining to the work performed (e.g., reasons writings).6.  To track any other pertinent details relevant to the work performed.
Total Remuneration AmountThe total is calculated automatically based on the sum of the Amount fields.•  Assuming one Services Report is submitted and paid in a pay processing cycle, the amount displayed here should match the Gross Amount on the Paycheque.•  If multiple Services Reports are submitted, the Paycheque Gross Amount should be the sum of the Total Amounts of the submitted Services Reports.•  Any discrepancies between this form and payroll calculations will need to be reconciled after payment has been made.
Comments can be used for any purpose, such as:1.  To record Reference identifiers (e.g. case number, session, sitting, hearing, mediation, invoice, etc.).2.  To track actual dates worked (when the entry includes work performed over multiple days).3.  To provide specific details pertaining to the work performed (e.g. Reasons writings).4.  To track any other pertinent details relevant to the work performed.
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Ontario Shared Services
SPD01‒Chair (part-time)
SPD02‒Associate Chair (part-time)
SPD03‒Vice-Chair (part-time)
SPD04‒Co-Chair (part-time)
SPD05‒Acting Chair (part-time)
SPD06‒Member (part-time)
SPD07‒Regional Member (part-time)
SPD09‒Deputy Judge
SPD10‒Per Diem Judge
SPD11‒Per Diem Justice of the Peace
SPD12‒Deputy Referee
SPD13‒Referee
Z01‒General per diem
Z02‒Preparation per diem
Z03‒Writings per diem
Z04‒Training/Conference per diem
Z05‒Cancellation per diem
Z06‒Travel time per diem
Z08‒Member meetings per diem
Z20‒Administrative/other hours
Z21‒General work ‒ per hour
Z22‒Preparation time ‒ per hour
Z23‒Writing ‒ per hour
Z24‒Training/Conference ‒ per hour
Z28‒Member meetings ‒ per hour
Z51‒Travel time ‒ MOH/MLTC
Z52‒Northern travel ‒ MOH/MLTC
Z53‒Travel time ‒ per hour 60% cap
Z80‒Extra hours
Z30‒Investigation fee
Z31‒Investigation fee more than 269 days
Z32‒Night premium ‒ 24:00‒07:00
Z33‒Case selection 07:00‒24:00
Z34‒Case selection 24:00‒07:00
Z35‒Travel time
Z36‒Additional hours ‒ investigations
Z37‒Inquest proceeding (half day)
Z38‒Inquest proceeding (full day)
Z39‒Inquest proceeding more than 7 hours
Z40‒Pre-inquest preparation/meeting
Z41‒Verdicts explanation
Z42‒Special witness fee
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