
Employee UseEmployee UseEmployee UseEmployee UseEmployee UseEmployee Use

Employee Name:Employee Name:

Filled on the Date of:Filled on the Date of:

Time Period:Time Period:Time Period:Time Period:Time Period:Time Period:

Date   Start TimeStart Time Finish Time CauseCause

Total

Route: Supervisor à HR Manager à Director à HR Office (for record)Route: Supervisor à HR Manager à Director à HR Office (for record)Route: Supervisor à HR Manager à Director à HR Office (for record)Route: Supervisor à HR Manager à Director à HR Office (for record)Route: Supervisor à HR Manager à Director à HR Office (for record)Route: Supervisor à HR Manager à Director à HR Office (for record)

Authorised by 
Supervisor

Date:

Authorised by 
Supervisor

Date:

Authorised by HR 
Manager

Date:

Authorised by HR 
Manager

Date:

Authorised by 
Director

Date:

Recorded by
HR Office

Date:

Office Use OnlyOffice Use OnlyOffice Use Only

Accumulated Overtime Accrued:Accumulated Overtime Accrued: Accumulated Time in Lieu Taken:
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