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WEEKLY TIME SHEETS 

 

EMPLOYEE NAME:            

EMPLOYEE ROLE:   SUPPORT WORKER / TEAM LEADER    

CLIENT NAME:            

CLIENT ADDRESS:            

DUTY MANAGER:           

 

DAY DATE 
START 

TIME 
BREAK 

FINISH 

TIME 

TOTAL 

PAID 

HOURS 

DUTY MANAGER’S 

SIGNATURE 

MON       

TUE       

WED       

THU       

FRI       

SAT       

SUN       

TOTAL WEEKLY HOURS 
 

Manager’s Signature 

TOTAL SLEEP NIGHTS 
 

Manager’s Signature 

 

COMPLETED AND SIGNED TIMESHEETS SHOULD BE FORWARDED TO THE OFFICE 

BY 12PM THE FOLLOWING MONDAY 

By signing below, both you and the Duty Manager certify that the hours indicated are correct, 

and that the service provided were performed to satisfaction. 

            

DUTY MANAGER’S SIGNATURE.  EMPLOYEE SIGNATURE. 


