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UKSR Time Sheet

Please complete this form and submit it each week to the UKSR office in CB110, Queens Building, Mile End Campus. Remember that, by law, workers are required to take a 20 minute break if they are scheduled to work more than 6 hours at a stretch. They cannot add the "break" onto the beginning or end of a shift. Where a break is not shown, 20 minutes will be deducted.

	Name of event

	

	

	Personal details
	 
	 
	 
	 

	Title:
	

	Surname:
	

	Forename:
	

	Payroll number:
	/

	Department:
	 UK Student Recruitment 

	Week Commencing (Monday's Date):
	

	Number of hours worked
	 
	 
	 
	 

	 
	 
	Start
	Finish
	Break
	Hours

	 
	[hh:mm]
	[hh:mm]
	[h:mm]
	[hh:mm]

	Monday
	
	
	
	

	Tuesday
	 
	 
	 
	

	Wednesday
	 
	 
	 
	

	Thursday
	
	
	
	

	Friday
	 
	 
	 
	

	Saturday
	 
	 
	 
	

	Sunday
	 
	 
	 
	

	
	
	
	Total Hours Worked: 
	0:00

	Signatures and funding codes:
	 
	 
	 

	Signature of worker:
	 

	Signature of Head of Department
	 

	Funding Code(s):
	 

	Funding Code(s):
	 

	For use in HR department only
	 
	 
	 

	Hours worked:
	 
	 

	Rate of pay:
	 
	

	Pay for hours worked
	 
	

	Input by
	 

	Checked by:
	 


