
 

When filling in your 

hours and breaks 

remember you are 

entitled to 30 

minutes paid break 

and an unpaid 30 

minutes, so only 

put half an hour in 

the break column 

to deduct from 

overall hours 

worked for the day 

Use the item code and description box to capture 

as much information for specific jobs that you are 

working on. Your supervisor will be able to tell 

what codes and descriptions should go here 

Please be sure to tick the above boxes and 

sign your name. This enables us to know that 

your tasks have not changed and injuries have 

not been sustained during your working week 

Your supervisor onsite MUST sign here and put the 

purchase order number associated with your 

placement in the box. Without this part signed your 

wages may be delayed until your hours are verified 

When you have a Public 

holiday, Sick Leave or Annual 

leave please use the 

completed example as what to 

put on your timesheet. 

Please complete all six boxes below with the correct 

information. Having these boxes filled correctly is necessary  

for the account team and confirms for us if you have moved 

site from your initial placement. 


