Timesheet template – How to complete the timesheet
[bookmark: _GoBack][image: ]Please note the support awarded, balance carried over and invoice number will be inputted at a later date.
Student information
Support type
Session details
Please sign for each session of support
Please sign and date the declaration support
Session not charged for as 24 hours’ notice provided
Session charged for as 24 hours’ notice not provided

	You will receive a timesheet for each type of support which you receive. Please ensure that all relevant session details and declaration is signed on each timesheet. If you disagree with a session shown, please note the reason within the ‘signed’ column where the session details are shown, and approve the remainder of the timesheet to ensure that we are able to claim for the remainder of the timesheet, but investigate the session which has been queried.
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Company Name

Support Worker Name

Student Name

Student CRN

Student DOB

Support Type

Support Awarded 

(hours)

Balance of hours carried 

forward from previous 

timesheets

Invoice Number

Location Support is 

provided Mode of Delivery Date

Start 

Time

Finish 

Time

Total 

Breaks

Total 

Hours Signed

City Campus Face to face 01.02.17 10:00 11:00 0 1

City Campus Face to face 15.02.17 14:00 15:00 0 1

City Campus Face to face 01.03.17 10:00 11:00 0 1

City Campus Face to face 15.03.17 14:00 15:30 0.5 1

City Campus Face to face 29.03.17 10:00 11:00 0 1

Missed or Cancelled Sessions

Reason Date Start Time

Finish 

Time

Student cancelled 2 

days before 22.03.17 13:00 14:00

NA so still charged as 24 

hours notice not given 29.03.17 10:00 11:00

Student Declaration

Signature

Date

To ensure that we can process the invoice in a timely manner, please state the date and time when you were informed by the 

student that the session was cancelled.  For non-attendance pleas enter "NA" into the Date and Time informed Box below.

Student text to cancel two 

days beforehand as this  1

Total Hours

1

Date & Time Informed

N/A

Support Worker Declaration

Signature 

Date



University of Wolverhampton

Joe Bloggs

Michael Tomkinson

12345678910

00/00/0000

Specialist Mentor



45000000 Attended Sessions


