Weekly timesheet: agency worker

00
One sheet per worker, per client, per week. Write times in 24-hour format, for example 06:00 or 22:30. - tempbench

Worker name Agency
Client Site or address
Job orrole Week commencing
Worker or payroll ref Agency booking ref
Day Date Start Finish Unpaid Hours Notes (overtime, sleep-in, mileage)
break worked and client initials
(minutes)
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Total hours for the week

Worker declaration: the hours above are a true record of the hours | worked.

Worker signature Date
Client name (authorised signatory) Job title
Client signature Date

Working out the hours. Hours worked = finish minus start, minus the unpaid break. Paid breaks are not taken off.

Shifts past midnight. Put the whole shift on the day it started. Count to midnight, then on from midnight: 22:00 to 06:00 is 8 hours, less

a 30 minute unpaid break is 7.5 hours.

Minutes as decimals. 15 minutes = 0.25, 30 minutes = 0.5, 45 minutes = 0.75 of an hour.

Free template from tempbench.co.uk/tools/timesheet-template/, where there is also a spreadsheet version that adds up the hours for you. General

information, not legal or tax advice.



