Time & performance record for ______________________________

Week Ending________________________________________________

	Day
	Start Time
	Finish Time
	Hours Worked
	Overtime Due 

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	


Normal Working Hours are 7am – 4pm Monday - Friday

H/O Use

Performance Level:  (circle one only)

Excellent
Good

Average
Below Average
Not Acceptable

Additional Comments:____________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Authorised By:____________________________________________________________________________

Date Authorised:_________/_______/200__
Passed for payment By:___________________________________________________________________

Payment Date:___________________________________________________________________________

Performance marks & comments will contribute to annual salary reviews

