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ONE PERSON’S WEEK
Weekly timesheet
	Field
	Entry

	Week commencing
	

	Name
	

	Employer
	

	Payroll or staff number
	

	Trade or grade
	

	Supervisor
	



	Day
	Date
	Job or site
	Start
	Finish
	Breaks
	Hours worked
	Overtime
	Travel
	Notes: leave, sick, day works

	Monday
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	
	
	
	



	Field
	Entry

	Total hours
	

	Total overtime
	

	Total travel
	

	Days of leave or sickness
	

	Signed by the worker: I confirm these are the hours I worked this week
	

	Approved by, and date
	





GANG SHEET
A whole crew’s week on one page
	Field
	Entry

	Job or site
	

	Week commencing
	

	Supervisor
	

	Client or main contractor
	



	Name
	Trade
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Total
	Overtime
	Initials

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



Records must be adequate to show the working time limits are kept, and are kept for two years: Working Time Regulations 1998 regulation 9. Pay records must show at least the national minimum wage was paid, and are kept for six years: National Minimum Wage Regulations 2015 regulation 59.
Not legal advice. Check it against GOV.UK and your own contracts of employment.
Free editable template from unibuild.co.uk/downloads/weekly-timesheet-template/. Not legal advice: tailor it to the job and have it approved.




