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HOW TO FILL IN YOUR TIMESHEET

Your timesheets are legal documents so it is very important that you complete them correctly!

Timesheets must:

1. Be completed at the end of each week and dated at the end of each week. If you work or do job search over a weekend the signatures should be dated on the following Monday.
2. Your signature and supervisor’s signature must be original signatures.

3. DO NOT use Tippex. Cross out and initial any mistakes or re-write a new one.
4. If sections are left blank or completed incorrectly then they will have to be returned to you for completion. 

5. If you are more than 2 weeks behind with time sheets then this will result in dismissal from the scheme which may impact on your benefit payments.

Timesheet sections

Part 1- Participant Provider Details

Participant Name                          Your name                                          

National Insurance Number          Your NI number                     

Provision type                                New Deal for Graduates

Project/ Placement                        the name of the Company for whom you are working 

Provider name                               Employer Engagement 

Provider Reference                       AAA 158 901 (Sussex & Surrey) AAA 22 56 01 (London)
Part 2- Attendance/Participation Details

Week commencing date               The Monday of the week you are referencing               

Week number                               The number of the week you are on 1-13 

Length of provision                       13 weeks 

Hours of participation                    30 hours (this must be at least 24 hours in placement and 6 hours job search)
Holiday absence limit                    5 days 

Overall permitted absence limit    5 days 
Total holidays B/F                         Days holiday had so far

Total permitted absences             Days sick/absences so far

Unexplained absences                 Any other absences not recorded elsewhere 

Start time/Finish time am             The time you arrive at the work placement,      

                                               training etc. until you break for lunch

Start time/ Finish time pm             When you return from lunch until the end of the 

                                                day
No. of hours                                  Add up the number of hours in the morning and   

                                                afternoon sessions and write into the relevant box 
Code                                           Add code from list. Most will be “P” for Project

                                                    Placement. “J” for when you carry out your job search.
Signatures                                 Both yourself and your manager need to sign the

                                                  Sheet and date it on or after the last day of activity. Original signatures!

Part 3- Holidays

Absence can be authorised for up to 5 days during the period of your placement (per 13 weeks). This must be agreed with your manager and also authorised by the New Deal Manager. You are not allowed to travel abroad under the details of the Job Centre Plus scheme. If this situation arises you have to leave the scheme and then re-start.

Part 4- Sickness

This section must be completed if you are absent due to sickness.

Part 5- Explained absences

This section must be signed, if you have any other absence by someone from Employer Engagement.

N.B. Christmas holidays must be recorded in your timesheets.

Part 6- Unexplained absences

There shouldn’t be any of these.

Part 7- Declaration

If there are any absences, for whatever reason, this section must be signed by yourself and your manager.

Job search activities can include any or all of the following and should total at least 6 hours per week on average:

· Advert searches e.g. relevant publications, newspapers, trade journals, job points in job centres

· Internet searches for jobs, agencies, relevant companies

· Research on companies and on how your chosen industry operates

· Updating / improving your C.V.

· Sending speculative C.V. and covering letter, telephone contact with target businesses

· Interviews

· Practice interview with Employer Engagement  and work placement employer

· Work Placement and Job Search review with mentor

· Visit to Programme Centre

· Developing a portfolio / evidence of work

· Meetings with NDPA every 2 weeks

· Networking

If there are any queries regarding your timesheets then speak to Leila Hermansson or Sam Shanley on 0845 270 8131.
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