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33 Cornhill, London EC3V 3ND
Direct Line: 0207 422 0480

Email: temps@nextemployment.co.uk
TIME SHEET

(Must be received by Monday @ 10:00AM)
Please email to temps@nextemployment.co.uk
Timesheets sent to any email address other than the one above may not be processed
	Name of Temporary Worker: 

	Job Title: 

	Company Name: 
	Department: 


	WEEK COMMENCING (MONDAY):
WEEK ENDING ………………………
	WEEK ENDING (FRIDAY): 

	
	START TIME
	LUNCH BREAK
	FINISH TIME
	TOTAL HOURS
	Paid Holiday

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	

	
	TOTAL
	
	


	NOTE TO CLIENTS
	Company Name: 

	Please sign this timesheet to signify agreement with the hours worked, and agreement to our Temporary Terms of Business
	Client Name: 

	
	Client Signature: 

	
	Position: 

	
	Department: 


NOTE TO TEMPORARIES: 
· Each day complete your start, finish and time taken for lunch in the boxes above.  If you have worked overtime, then please enter the hours in the correct column. Overtime is not always paid so please check with your consultant.  Please round your start/finish/break times down to the nearest quarter hour; e.g 0.25 = 15 mins
· Please use a new timesheet each week AND for each new assignment. A new timesheet will be sent with your payslip in the post each week.

· Once your manager has completed and signed the section above, please double check before emailing that you have:-

· Written your full name, company working for, job title and department on the timesheet
· Written the week end date (always Friday’s date)
· Added up your hours correctly (N.B. You must use the 24hour clock, therefore 5.00pm should be entered as 17.00)

· Under the Working Time Regulations, you must show min 30 minutes break in any 8 hour work period
· Please input any holiday requested to be paid from accrued holiday in the last column, with a total at the bottom.
