	Shift, Night, Weekend Employees Only:
	[bookmark: Dropdown27](Payroll & Recruitment use only)

	
	Entitled to Shift Allowance:
	[bookmark: Text462]Authorised by:

	First Name:
	
	Surname:
	

	Oracle Position Number:
	
	Team:
	Leyland Day Care Centre 

	
Please complete below the number of hours worked each day and start / finish times (if an employee has a break / lunch during their working day, you are NOT required to complete this as 2 shifts. Time taken for unpaid breaks / lunch should not be included in the total number of hours worked).  

If the employee does NOT work on a rota basis, please complete Week 1 only. 


	Please state which allowance will apply
	Shift ☐
	Night ☐
	Weekend ☒


	(This information is required for SSP purposes and calculation of enhancements)

	
	Mon
	Tues
	Wed
	Thur
	Fri
	Sat
	Sun
	Total

	Week 1
	Times worked (Duty 1)
	10.00-16.30
	R/D
	10.00-16.30
	R/D
	10.00-16.30
	09.00-15.30
	R/D
	     

	
	Times worked (Duty 2)
	     
	
	
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	6
	0
	6
	0
	6
	6
	0
	24

	Week 2
	Times worked (Duty 1)
	10.00-16.30
	10.00-16.30
	10.00-16.30
	R/D
	10.00-16.30
	R/D
	R/D
	

	
	Times worked (Duty 2)
	     
	     
	     
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	6
	6
	6
	0
	6
	0
	0
	24

	Week 3
	Times worked (Duty 1)
	     
	[bookmark: Text326]     
	     
	     
	     
	     
	     
	     

	
	Times worked (Duty 2)
	     
	     
	     
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	     
	     
	     
	     
	     
	     
	     
	     

	Week 4
	Times worked (Duty 1)
	     
	[bookmark: Text350]     
	     
	     
	     
	     
	     
	     

	
	Times worked (Duty 2)
	     
	     
	     
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	     
	     
	     
	     
	     
	     
	     
	     

	Week 5
	Times worked (Duty 1)
	     
	[bookmark: Text374]     
	     
	     
	     
	     
	     
	     

	
	Times worked (Duty 2)
	     
	     
	     
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	     
	     
	     
	     
	     
	     
	     
	     

	Week 6
	Times worked (Duty 1)
	     
	[bookmark: Text398]     
	     
	     
	     
	     
	     
	     

	
	Times worked (Duty 2)
	     
	     
	     
	     
	     
	     
	     
	     

	
	Hrs/Mins worked
	     
	     
	     
	     
	     
	     
	     
	     




	Authorised by:
	

	Date:
	

	Contact Telephone Number:  
	

	Email Address:
	



