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	Trainee Timesheet
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Ph:1300 559 666
	
	
	Period ending: __________
	
	
	
	

	
	Fax: 
	 (02) 9635 5944 

 (02) 9687 8022
	
	
	
	
	
	
	

	

	PLEASE NOTE:  ONCE TIMESHEET AUTHORISED, PLEASE FAX IT BY PERIOD ENDING DATE @ 11:00 AM EST / WST.

	TRAINEE'S NAME:
	
	x
	 
	 
	 
	
	
	
	

	HOST EMPLOYER COMPANY NAME:
	x
	 
	 
	 
	STATE:
	 
	
	

	PERIOD ENDING:
	
	
	
	
	 
	
	
	
	

	DATE
	DAY
	TIME
	LUNCH
	TIME
	NORMAL
	OVERTIME
	OVERTIME
	

	 
	 
	START
	 HOUR
	FINISH
	HOURS
	MINUTES
	SUPERVISOR
	
	
	

	 
	 
	WORK
	 
	WORK
	 
	 
	APPROVAL
	
	
	

	
	SAT
	
	
	
	
	
	
	
	
	

	 
	MON
	 
	 
	 
	 
	 
	 
	
	
	

	 
	TUE
	 
	 
	 
	 
	 
	 
	
	
	

	 
	WED
	 
	 
	 
	 
	 
	 
	
	
	

	 
	THU
	 
	 
	 
	 
	 
	 
	
	
	

	 
	FRI
	 
	 
	 
	 
	 
	 
	
	
	

	
	SAT
	
	
	
	
	
	
	
	
	

	 
	MON
	 
	 
	 
	 
	 
	 
	
	
	

	 
	TUE
	 
	 
	 
	 
	 
	 
	
	
	

	 
	WED
	 
	 
	 
	 
	 
	 
	
	
	

	 
	THU
	 
	 
	 
	 
	 
	 
	
	
	

	 
	FRI
	 
	 
	 
	 
	 
	 
	
	
	

	 
	       TOTAL HOURS
	 
	 
	 
	x
	 
	 
	
	
	

	STUDY TIMES/COMMENTS:
	
	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	SUPERVISOR'S/MANAGER'S NAME & SIGNATURE:
	
	 
	 
	 
	 
	 
	

	EMPLOYEE'S SIGNATURE:
	
	
	
	 
	 
	 
	 
	 
	

	Please Note:
	
	
	
	

	
	*  The Supervisor/Manager is verifying that at least (minimum) 3 hours of training for Certificate 2 or 6 hours of training for Certificate 3 and above has been undertaken by the the Trainee during this period.

The Supervisor/Manager is responsible for ensuring that the info contained on this form is correct.
	
	
	

	
	*   All overtime should be approved and signed by your supervisors on a daily basis. 
	
	
	
	

	
	*   All absences require the completion of a leave application form with relevant documents & to be faxed with this timesheet.
	
	
	

	For any queries, please contact Liany The on email: lthe@futurestaff.com.au  or by phone on (02) 9893 6610.
	
	
	

	
	
	
	
	
	
	Office Use Only:
	
	
	
	

	
	
	
	
	
	
	Normal Hours
	
	
	
	

	
	
	
	
	
	
	Sick Leave
	
	
	
	

	
	
	
	
	
	
	Annual Leave
	
	
	
	

	
	
	
	
	
	
	Unpaid Leave
	
	
	
	

	
	
	
	
	
	
	T/H
	
	
	
	

	
	
	
	
	
	
	D/T
	
	
	
	

	
	
	
	
	
	
	Total hours
	
	
	
	








FORM 07 TRAINEE TIMESHEET 4 JAN 08

