

	
	Weekly Time Sheet



	PERIOD ENDING:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	LOCATION:
	
	
	
	
	POSITION:
	
	
	

	
	
	
	
	
	
	
	
	

	EMPLOYEE NAME:
	
	
	
	
	LEVEL:
	
	
	

	
	
	
	
	
	
	
	
	

	EMPLOYMENT TYPE:
	(tick relevant)
	 Full-time
	 Part-time
	 Contract
	 Casual
	
	
	

	
	
	
	
	
	
	
	
	

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Comments

	Date
	
	
	
	
	
	
	
	

	Start Time
	
	
	
	
	
	
	
	

	Finish Time
	
	
	
	
	
	
	
	

	Time Taken for Lunch
	
	
	
	
	
	
	
	

	Total Hours Worked
	
	
	
	
	
	
	
	

	Annual Leave
	
	
	
	
	
	
	
	

	Personal Leave
	
	
	
	
	
	
	
	

	Other Leave (specify)
	
	
	
	
	
	
	
	

	Public Holiday
	
	
	
	
	
	
	
	

	Meal Allowance
	Y  N 
	Y  N 
	Y  N 
	Y  N 
	Y  N 
	Y  N 
	Y  N 
	No 24hrs notice of > 1.5 OT Hrs

	Payroll Use Only
	Total Weekly 

	Public Holiday
	
	
	
	
	
	
	
	

	Leave Hours Taken
	
	
	
	
	
	
	
	

	Ordinary Hours
	
	
	
	
	
	
	
	

	Public Holiday (worked)
	
	
	
	
	
	
	
	

	Overtime 1.5
	
	
	
	
	
	
	
	

	Overtime 2.0
	
	
	
	
	
	
	
	

	Total Daily
	
	
	
	
	
	
	
	


NOTE: Personal Leave includes Sick Leave and/or Carers Leave, requirements may exist for medical certificates and/or statutory declarations to be provided to Payroll. Other leave may include; Leave With-out Pay (LWP), Long Service Leave (LSL), and Compassionate Leave (CL).
	Employee to Sign:
	

	
	

	Manager/Supervisor to Approve and Sign:
	





	
	[bookmark: _GoBack]



