
14 Steps to completing your Timesheet 

     

 

                           Your Name 

         
              Week Commencing 
   (Monday of the week  
   hours worked) 

       Company 
       Name   

 
 
 
 
  Assignment 

  Supervisor 
   Use dropdown  
   to select  
   consultant 
 
  Click ‘Update’ & 
   Use Dropdown  the Timesheet 
   to select:  will calculate your 

      Not working  hours automatically 
      Working       Sick  Once updated the 
      Holiday  Edit button will appear 
  which enables you to 
  amend your hours. 
   Add Start Time 
   using 24 hr clock 
  IF you have agreed 
  Overtime tick this box 
  Input time you had   and input overtime hrs 
  for lunch   Only input hrs that are to be 
  (Example shows 1hr)  paid overtime.  
  (In the example, the whole day was 
    paid overtime) 
 
   

  Add leave time 
  Using 24 hr clock 
  You sign the  
  Timesheet here 
 
 
 
  Your Supervisor 
  or somebody in 
  authority must 
  sign here to approve the 
  hours you have worked.  
 
 
 Fax your Timesheet to this number 01707 656533 by 11.00am  
 on the Monday following the week worked:  
 or Post to: 25 Catherine Street, Covent Garden, London, WC2B 5JS 
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