
Weekly timesheet
Record what was actually worked. One sheet per person per week.

Employer: Pay period reference:

Employee name: Employee ID:

Week commencing: Overtime after (hours/week) and rate:

Day Date Start Finish Unpaid
break
(mins)

Hours
worked

Notes (leave, sickness,
overtime agreed by)

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total hours

Normal hours

Overtime hours

Any day of more than 6 hours needs an uninterrupted break of at least 20 minutes (under-18s: 30 minutes after 4½ hours). Working time
averages no more than 48 hours a week, normally over 17 weeks, unless the worker has opted out in writing.

Employee

I confirm these hours are accurate.

Name Signature Date

Manager approval

I have checked these hours, including any overtime, and approve them for payroll.

Name Signature Date

Checked against GOV.UK on 3 October 2026. Rules and rates change, so check the sources before you rely on a figure: gov.uk/rest-breaks-
work · gov.uk/maximum-weekly-working-hours · gov.uk/national-minimum-wage/employers-and-the-minimum-wage
Free template from TimeTally — https://www.timetally.uk


