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TIME SHEET INSTRUCTIONS


We must receive your time sheets at the end of each week - on your last working day, or Saturday at the latest. Failure to do this will delay your payment.

If your timesheets are not correctly and completely filled out your payment may be delayed. 

Please complete in black pen only. Please ensure the following information is included: 

1. Your full name, including your surname
2. Department, position and staff ID number
3. The correct date for the week worked (our working week runs from Sunday to Saturday) 
4. The hours worked
5. The time lunch was taken (e.g. 1-2pm)
6. You must sign your time sheet
7. Your department manager or floor manager must sign the time sheet

Signed Time Sheets

It is vital that your timesheets are signed; if they are not signed you will not be paid.  If your department manager is not available, ensure that the floor manager signs it.  Other counters or staff are not authorised to sign your time sheet, please avoid delaying your timesheet, you are the one responsible for ensuring that your time sheets are received on time.
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