PA timesheets: guidance notes

Example PA timesheet

	PA name:
	Ann Smith
	Dates (from- to )
	03/01/2011- 31/01/2011
	Employer name
	Joe Jones


	Week 1: 03/01/2011- 01/01/2011
	Start time
	Finish time
	No of hours worked*

	Monday
	09:00
	13:00
	4

	Tuesday
	-
	-
	-

	Wednesday
	09:00
	13:00
	4

	Thursday
	10:00
	17:00
	6.5

	Friday
	09:00
	11:00
	4

	Saturday
	-
	-
	-

	Sunday
	-
	-
	-
	Signed (PA)
	Signed (Employer)

	*excluding breaks
	Total hours:
	18.5
	Ann Smith
	Joe Jones


Notes on completing the PA timesheet
· You should complete this timesheet at the end of each shift in order to keep an accurate record of the hours you have worked.
· You should record your start time and finish time and then your total hours worked. Your total hours worked excludes any time for breaks.
· At the end of each week you should sign your timesheet and then pass it to your employer for them to check and sign. At the end of each month they will notify their payroll service of the total number of hours you have worked so that you can be paid. 
This is the 4 week period at the end of which the PA will be paid. 





Although the PA has been at work for 7 hours they will only be paid for 6.5 as they had a 30 minute break.





At the end of each week worked the PA should sign their timesheet and then ask the employer to sign the timesheet to confirm that these are the hours they have worked. 
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