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TIMESHEET
	

Client Name
	Contract Number
	N I Number

	
	
	
	
	
	
	
	
	
	
	

	Programme
	Provision
	Duration
	Hours
	Week Number

	
	
	
	
	

	Holiday Limit
	Holiday Taken To Date
	Absence Limit
	No of Absences Taken to Date

	
	
	
	


Clients must account for all time that they are required to attend provision per week
Key To codes

	Activity
	Code
	Activity
	Code
	Activity
	Code
	Activity
	Code
	Activity
	Code
	Activity
	Code

	Holiday
	H
	Explained Absence – Excluded
	E
	Unexplained Absence
	U
	Agreed P/T work
	W
	Job Search
	J
	Training
	T

	Sick
	S
	Explained Absence – Not Excluded
	NE
	Bank/Public Holiday
	BH
	Project/Placement
	P
	Induction
	I


Week Commencing Date: ____________   
	
	Start
	Finish
	Location
	Signature
	No of Hours
	Code

	Mon
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Tues
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Wed
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Thurs
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Fri
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Sat
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	

	Sun
	am
	
	
	
	
	
	

	
	pm
	
	
	
	
	
	


	Total Hours:
	
	


Note: Any holiday/absences taken must be recorded on the ‘Absence Declaration’ form and attached to the timesheet with the relevant evidence. This form must be signed/dated by client and tutor to verify the information is correct. 

Absence Declaration Form

Yes [   ]

No [   ]

I declare that the information given on this form is correct.

	Client Signature:
	
	Date:
	


	Staff Signature:
	
	Date:
	


	
	CDG is an Equal Opportunities 
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