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Time sheets

At the end of each week you need to complete a 
time sheet. It’ll need to be authorised by your line 
manager and sent to:
timesheets@yolkrecruitment.com

Do not send your time sheet directly to your Yolk 
consultant as it will not be processed this way 

Deadline is no later than 2pm of the following  
Monday (or ideally the Friday before) 

Time sheets need to be completed accurately with 
start time, finish time and total hours worked at the 
bottom (round up to the nearest quarter)

Make sure they are signed by your manager 

Taking paid annual leave? As long as you have 
accrued enough holidays, please state the 
number of hours you wish to have paid and state 
annual leave

If you are working overtime, please state

How to correctly complete 
your time sheet so we can 

pay you on time 
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Pay

You will be paid an hourly rate in accordance with your 
assignment detail form. 

You will be paid one week in arrears as long as your 
time sheet is in with us by 2pm Monday. You will be paid 
Friday for your previous week’s work.

If your time sheet 
is late, your pay 
will be delayed 

until the next 
payment run!



Holiday

Requesting Holiday
If you are going on holiday during your assignment, 

you will need to request holiday at least 1 week 
before from Yolk (as we’re your employer).

In all instances, please state any holiday already 
booked prior to starting with the company. 

Holiday Entitlement
Holiday entitlement is accrued throughout the 
assignment based on the hours you work, for 
example, if you work a 35 hour week, you would 
be entitled to 4 hours paid leave. 



Notice Period
Please provide 1 weeks notice 
if you would like to leave your 
current assignment.

Sickness
If you are not able to complete 
your working day, please call and 
email your Yolk consultant before 
the start of the working day and 
we’ll notify your employer.

Contract
Please see a copy 
of your employee 
contract.



Important Information

Ellie Harris
eharris@yolkrecruitment.com
02921 673 732 

Temporary Recruitment
Consultant

For Finance issues
accounts@yolkrecruitment.com

For Time sheets
timesheets@yolkrecruitment.com

yolkrecruitment.com

02920 220 078 | info@yolkrecruitment.com

Yolk Recruitment, Anchor Court, Cardiff, CF24 5JW
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