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Recruitment with a personal touch

How to complete your Timesheet

The Protocol Education Timesheet has been updated and may be different to other timesheets
you have used previously. Before completing and returning your Timesheet please ensure that
you fully understand how to complete and send the Timesheet correctly...

Candidate & Assignment Details

e Fill in your name

Worker Details e Fill in your candidate

pistame [AININTE] [ [ [ [ [ [ [ [ [T T 1] Paymuwumber|s|7|e|s|4|s|z| pumber. This ¢an be found
u p.

sename [OTTIHIEIR]T T T T T T T T T T T T 1111 yourpaysie

® Write in the name of

Assignment Details the school/nursery
school/Nursery Name  |[M[ A|D[E[U[P| [P[R[I MIA[R]Y] [SIcIHIo[OoIL] TA T 1 1T 1T 1T 1111 where you are working
School/Nursery Address |2|5| ISICIHIOI OI LI ILIAINIEI I I I I I I I I I I I J,—,L ! [ 1] |

e Write in the school's/

N N N A v v =3 5 14 A M P 2 i e nursery's address and

TIME DETAILS - PLEASE COMPLETE ONLY ONE OF THE TABLES BELOW (EITHER DAILY OR HOURLY PAID) postcode

Week commencing Monday (Day/Month/Year)

® Fill in the week for
which this Timesheet
is applicable

Time Details

This section is split into 2 tables: Daily Paid Candidates and Hourly Paid Candidates.
ONLY ONE TABLE SHOULD BE COMPLETED FOR EACH ASSIGNMENT.

If you are unsure whether you are daily or hourly paid, please contact your consultant.

Daily Paid Workers

/ ¢ If you are a Daily Paid Candidate please tick whether you have
eg. [Mon | Tues | Wed |Thurs| Fri | Sat | Sun [ - worked AM and/or PM for each day of the assighment.

AM v v |

M 7 Y v L — * Fill in the Total Days Payable

Payable Days | 1 1 11— |

Total Days Payable

e S —

* Hourly Paid Candidates should complete the corresponding Hourly Paid Workers

table filling in your start and finish time along with the total SRl Mon | Tues | Wed | Thurs | Fri Sat Sun
. Start Time 9.00am 10.20am| 8.30am | 9.120am
payable hours for each day of the assignment.
Unpaid Breaks 1hr 10 wmins | 30 wmins L
Breaks are not payable, so make sure you subtract them . | Finish Time | 5.00pm 1:30pm | 2.00pm | 5.10pm
from your payable hours. " | Payable Hrs 7 3 5 7

Total Hours Payable

® Fill in the Total Hours Payable - — —
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Recruitment with a personal touch

Expense Details - Key Portfolio

This section should only be completed by those who have signed up to Key Portfolio. For more information on joining Key
Portfolio and the benefits please visit our website, or www.mykeypay.com.

e Puta v in all boxes where
/ you wish to claim a scale

EXPENSE DETAILS - TO BE COMPLETED BY EMPLOYEES OF KEY PORTFOLIO LIMITED ONM rate payment. Details of
[ Mon | Tues | wed | Thurs | Fri_J—=<at | sun | TotalNo. how to qualify are listed

Scale Rate Subsistence claims* Wicate) next to each.
Breakfast Rate \(\ocsf{\g;{;ny;vs;‘r\mr than usual and before 6am and incurred the ‘/ _ v 2 Note: you cannot tick both
Five Hour MealRate | i becosotanest "~ onyaea | Y A 4 3 the Five and Ten Hour Meal
Ten Howr MealRate | Lttt e e T v v 2 Rates for the same day -
Late Evening Meal Rate | ) o/408 0% (7Sec U 000, 030 0 v ame v 1 you must select only one.
Mileage claims* (Insert no. of miles against relevant transport rounding up to nearest whole mile)
Car/Van 15 12 27
Motorcycle/Scooter e Fill in the mileage
Bicycle incurred alongside the

*Supportng evidence or these expenses must b retaned by you. method of transport
For the qualifying criteria and current values for these expenses,
please refer to Key Portfolio’s Expense Guide OR HMRC's website
www.hmrc.gov.uk/briefs/income-tax/brief2409.htm

BY TICKING THE BOX, | CONFIRM THAT | AM AN EMPLOYEE OF KEY PORTFOLIO LTD
Portfol ]0 site based in accordance with sections 336-339 ITEPA 2003
By ticking the box, | confirm that | have completed a Portfolio EXPENse’
M receipted expenses and sent it to Key. REMEMBER: TyoU bait these to Key on . .
your Expense Form available from www.mykeypay.com ——————— o Tick to confirm your
employee status, and also
to indicate if you have sent

any further receipted

Approvo| ReqUirements expenses to Key

Approval Requirements

® You and the school
SCHOOL/NURSERY /
| confirm that the above temporary worker has worked the hours/days stated above, as adjusted ~ Signed: Date: nursery need to sign
if necessary, satisfactorily and that your invoice will be paid in aCCOAaNCe WIth YOUI PayMENE  ++sssessssessssssssessssesssessssssssessssssssessssesssessssessanssssesassssnenss
terms. Furthermore | that if we engage the temporary worker or and date your
introduce them to any third party, then a placement fee may be levied in accordance with Print Name:
your terms and conditions of commact. | O N e T, Timesheet before
By signing this timesheet you are agreeing to our Terms and Conditions (available to download from  comments: .
OUTWEDSite O ON FeQUESEIOM YOUF COMSUANL). et e et eae et s e s b et be et bbbt be e s ne s it is returned.
WORKER signed: Anneotirer Date: 02.06.12

| certify that | have worked the hours/days detailed above and have taken all rest periodsas  ©1"%%+%*T % HHHee S e e e
required and that the information given on this timesheet is accurate.

What to do next

Complete Your Timesheet

¢ Please do not include more than one school or nursery on a Timesheet.
e Your Timesheet must be signed by your school contact in order for you to get paid.
* Photocopy your completed Timesheet. Give the copy to your school, send the original to us.

Send Timesheet to Payroll
e Timesheets may be...

a) Faxed to 0207 421 2900
b) Scanned and emailed to payroll@protocol-education.com (TIFF or JPEG formats preferred)
c) Posted to Payroll Department, Protocol Education Limited, 40-43 Chancery Lane, London WC2A 1JA

* Timesheets must be received by us before 18.00 on Monday following the week worked.

Confirmation Text Messages
When your timesheet is matched to our booking and confirmed for payment, you will be sent a text message confirmation.

If you have not received a text message for every timesheet sent in for the previous week by Monday evening, please call
the Payroll Department on 0207 618 4180 between 8.15 and 11am on Tuesday morning. During this time we will help track
down the problem and rectify it in time for you to get paid as per normal.

Get paid!

You will be paid on the Friday of the week after you worked.

Additional timesheets can now be downloaded from www.protocol-education.com and printed.



