
POLICIES FOR ASSOCIATES  
HOW TO COMPLETE A TIMESHEET 
	

 

 
 

 
On every timesheet 

• Your name MUST be printed in full 
• The correct week ending date of the week you worked 
• The client/company name MUST be on here 
• The address or site/dept is the address you worked 

 

 
 
For every day worked you need to enter: 

• The date 
• The time you started 
• The time you finished 
• If you had any break 
• Total hours worked (for that day and total for week) 

	
If there are any overtime rules, you’ll need to put the relevant hours in the correct column.	
(Pay and any overtime rates will be on your placement letter/email) 
Don’t forget to sign and date here to confirm you worked those hours. 
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This last section is important 
• The client MUST sign and date your timesheet to confirm you worked the hours stated (unless we 

have advised you to hand it in without a signature) 
• If for any reason you are unable to get this signed you need to ensure your timesheet is with us by 

9am Monday morning so we can contact them for authorisation 
 
Before you hand it in 
The pink copy is yours to keep 
The yellow copy must be left with the client 
The white copy comes back to our office for us to process! 
 

	


