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	YOUR NAME:
	______________________________



	COMPANY ASSIGNED TO:


	______________________________

	WEEK ENDING:
	_____________________(this is the date of the week in which you intend to take leave/have taken leave)


PLEASE WRITE “HOLIDAY” ACROSS THE RELEVANT DAY/HALF DAY
PLEASE CHECK YOUR PAYSLIP OR WITH YOUR CONSULTANT TO FIND OUT HOW MUCH HOLIDAY IS AVAILABLE TO YOU

	DAY
	MORNING
	AFTERNOON
	HOLIDAY PAY REQUESTED

( if funds available)

	
	
	
	

	Monday


	
	
	YES/NO

	Tuesday


	
	
	YES/NO

	Wednesday


	
	
	YES/NO

	Thursday


	
	
	YES/NO

	Friday


	
	
	YES/NO

	Saturday


	
	
	YES/NO

	Sunday


	
	
	YES/NO

	
	
	
	TOTAL PAID HOLIDAY DAYS REQUESTED:
	


	________________________

SIGNATURE OF TEMP                                                                                 
	_________________________

PRINT NAME

	
	


Please email your holiday timesheet to:  timesheets@tayassociates.co.uk at your earliest opportunity and, as with your normal working timesheet, by 10 am AT THE LATEST on the  Monday of the week within which you wish to be paid.  Holiday timesheets may be sent in advance of your proposed holiday but payment will be made the week following the actual leave dates.  Please be aware that Tay Associates will be unable to pay you without a properly completed holiday timesheet.

In accordance with the Working Time Regulations 1998, please be aware that you are entitled to a 20 minute rest break every six hours and a minimum daily rest period of 11 consecutive hours in each 24 hour period.  Tay Associates Ltd strongly encourages you to exercise these entitlements in order to protect yourself from the risks that may arise from working excessively long hours or for long periods without breaks.
(020) 7065 6700

