Timesheet - Temporary/ Contract Recruitment 	Email completed form to timesheets@searsonbuck.com.au

[bookmark: _GoBack]Employee Name: 		Date: 	
Client Name: 	  	Supervisor Name: 	
Hours Worked
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	BREAK
e.g. 30min
	DAILY TOTAL
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     Hours           Minutes
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Declaration* *refer to on-hired employee and client information on reverse before completing declaration
EMPLOYEE		
I, 		 (name) confirm I have worked the hours specified above.   Signature: 	Date: 		 	  
SUPERVISOR		
I, 		 (name) have checked & agree with the hours specified above. Signature: 	 Date: 			
COMMENTS: 	




ON-HIRED EMPLOYEE INFORMATION
· On-Hired Employees are paid on Thursday following the pay period end. Pay period being Monday – Sunday
· On-Hired Employees are responsible for the submission of timesheets no later than 10am Monday
· If your supervisor is unavailable to sign your form, please have an approved deputy authorise on their behalf.
· I confirm I have completed the hours specified overleaf and that no injuries have been sustained.

CLIENT INFORMATION/ AUTHORISATION 
· This payment authority has been presented for your authorisation. Please confirm the above and notify of any discrepancies within 24hrs of end of the pay week. Pay week being Monday – Sunday.
· You acknowledge receipt of and adherence to our Terms Of Business relating to the engagement of Temporary Staff
· Total weekly hours worked will be calculated to the nearest quarter hour.  (e.g. 15 mins = 0.25, 30 mins = 0.5, 45 mins = 0.75) except for government engagements
· Any confirmed shifts, cancelled within 2 hours of shift commencement, Searson Buck will charge equivalent to 2 hours at our normal rates.
· To employ Searson Buck personnel on a permanent or re-engage on a temporary basis, fees will apply, as per our Terms of Business. Employees are not authorised to negotiate private placement or employment with our clients
· Minimum shift duration times apply.
· Clients are responsible to check times stated against rosters prior to sign off.

	CONTACT DETAILS
	
	NORTH
	
	NORTH WEST
	
	SOUTH

	
	Phone 
	03 6333 3888
	Phone 
	03 6431 5155
	Phone 
	03 6223 3055

	
	Fax
	03 6333 3899
	Fax
	03 6333 3899
	Fax
	03 6223 3099

	
	E-mail
	timesheets@searsonbuck.com.au
	E-mail
	timesheets@searsonbuck.com.au
	E-mail
	timesheets@searsonbuck.com.au

	
	Postal Address
	PO Box 2020 Launceston TAS 7250
	Postal Address
	PO Box 1499 Burnie TAS 7320
	Postal Address
	GPO Box 1559 Hobart TAS 7001
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