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Timesheet
This timesheet should be given to your supervisor by 10am on the Monday following the week just worked.  In the event of a public holiday falling on the Monday the timesheet should be submitted on Tuesday by 10am.  Your supervisor will authorise the timesheet and fax or email to Key Skills.   Timesheets must be signed by both the employee and the client. 

It is your responsibility to ensure your hours have been completed correctly, after all it is YOUR pay. 
(Payday is Thursday following the week you just worked)

Week ending date.......................................................................................... (this is the Sunday at the end of the week you just worked)

[image: image1.png]Key Skills

Recruitment




	
	Start time

(7.30am)
	Lunch

(30mins/1 hour)
	Finish time
(4.30pm)
	Total Hours

worked

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	

	Total


	


Company.....................................................................................................

Employee Name......................................................................................
Supervisor signature ...............................................................................
 
Employee Signature..............................................................................
Payslips:  Your payslips are available online, call Key Skills for your “iPayroll account number”, use this to access all your pay records online at http://www.ipayroll.co.nz/
Hazard register
Identifying, assessing and controlling significant hazards is essential to prevent injuries. Good hazard management requires a proactive approach, staff involvement and regularly reviewing the effectiveness of the controls.  Please record any hazards you do not believe are currently managed by your workplace.  

Have you had an accident or a near miss this week? NO          YES          Please describe............................................................................

......................................................................................................................................................................................................................................................

	Add any hazards you have identified this week here:



	Hazard
	Eliminate, Isolate or Minimise? 

(E, I or M)
	Action taken to manage hazard

	e.g. Slips, Trips & Falls


	M
	e.g. Footwear that helps protect you from a fall on one surface may be useless on another surface. 

Try to organise your work so you work on one type of surface as much as possible (e.g. do not keep crossing from one surface to another to do a task).
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Fax: 04 920 1696
Tel: 04 920 1695

email: accounts@keyskills.co.nz


