Manual Record of Flexible Working Hours
Name:                                     

Staff Number:                     Dept/Section:

	Settlement            From……………………….

Period                   To………………………….


	           Brought Forward

  Credit:                hours

  Debit:                   hours

	Week
	Day
	Morning 

Start
	Afternoon

Finish
	Gross 

Hours
	Lunch 

Break
	Daily Hours Worked
	Total Hours Worked In Week
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	Monday
	
	
	
	
	
	Total Hours Worked In Week

	
	Tuesday
	
	
	
	
	
	

	
	Wednesday
	
	
	
	
	
	

	
	Thursday
	
	
	
	
	
	

	
	Friday
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Monday
	
	
	
	
	
	Total Hours Worked In Week

	
	Tuesday
	
	
	
	
	
	

	
	Wednesday
	
	
	
	
	
	

	
	Thursday
	
	
	
	
	
	

	
	Friday
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Monday
	
	
	
	
	
	Total Hours Worked In Week

	
	Tuesday
	
	
	
	
	
	

	
	Wednesday
	
	
	
	
	
	

	
	Thursday
	
	
	
	
	
	

	
	Friday
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	Total hours worked in period
	

	
	
	
	Add/Subtract Balance from Previous Period
	

	
	
	
	Less contracted hours
	

	
	
	
	Balance 

(to be carried forward to next period)
	


