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Weekly timesheet

WEEK COMMENCING

WORKING TIME REGULATIONS 1998 REGULATION 9 - NATIONAL MINIMUM WAGE REGULATIONS 2015 REGULATION 59

NAME EMPLOYER PAYROLL OR STAFF NUMBER TRADE OR GRADE SUPERVISOR
HOURS NOTES: LEAVE, SICK, DAY

DAY DATE JOB OR SITE BREAKS WORKED OVERTIME TRAVEL WORKS

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
TOTAL HOURS TOTAL OVERTIME TOTAL TRAVEL DAYS OF LEAVE OR SICKNESS
SIGNED BY THE WORKER APPROVED BY DATE

| CONFIRM THESE ARE THE HOURS | WORKED THIS WEEK.

APPROVED FOR PAYROLL. QUERIES ARE SETTLED WITH THE WORKER BEFORE THE PAY RUN.
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GANG SHEET

A whole crew’s week on one page

For a supervisor who books the hours for a gang. One row per person: the hours each day, the total
and the job they were on. The worker’s own sheet overleaf is the record where hours vary job to job.

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.

SIGNED BY THE SUPERVISOR DATE APPROVED BY THE OFFICE DATE
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