
WHICH TIMESHEET SHOULD I USE? 

 

Casual Worker Claim Form 

This timesheet should be used only when an employee does not already have 

contracted hours in the post they are covering.  See How To Guide. 

Payment Claim Form – Single Status  

This timesheet should be used when an employee has contracted hours and is 

working additional hours in the same post.  If these hours are being worked in a 

different location, the appropriate Financial Code should be detailed.  See How To 

Guide.  

 

One claim form for the whole Scheduled Pay Period should be used per post. 

A separate claim form should be submitted for each post being covered. 

Original authorised timesheet/claim form must be emailed to the Payroll & Reward 

Team at Timesheets@pkc.gov.uk by scheduled deadline date to ensure payment in 

correct month. Failure to do so may result in payment being delayed. 

http://eric/pkcteamsites/HRIntranetDocumentation/Shared%20Documents/New%20eric/Managers%20Toolbox/Resourcing%20Options/New%20Short%20Term%20Resourcing/Casual%20Workers/Casual%20Worker%20Claim%20Form.docx
https://www.pkc.gov.uk/media/47855/Casual-Claim-Form/docx/_Casual_Claim_Form.docx?m=637498646633400000
https://www.pkc.gov.uk/media/46849/How-to-Guide-for-completion-of-Casual-Claim-Form/pdf/how_to_guide_for_completion_of_casual_claim_form.pdf
http://eric/pkcteamsites/HRIntranetDocumentation/Shared%20Documents/New%20eric/Employment%20Forms%20and%20Letters/Forms/Payment%20Claim%20Form.docx
https://www.pkc.gov.uk/media/47854/Payment-Claim-Form/docx/_Payment_Claim_Form.docx?m=637498646629170000
https://www.pkc.gov.uk/media/46850/How-to-Guide-for-completion-of-Payment-Claim-Form/pdf/_How_to_Guide_for_completion_of_Payment_Claim_Form.pdf?m=637521908997330000
https://www.pkc.gov.uk/media/46850/How-to-Guide-for-completion-of-Payment-Claim-Form/pdf/_How_to_Guide_for_completion_of_Payment_Claim_Form.pdf?m=637521908997330000
https://www.pkc.gov.uk/media/49329/Scheduled-Pay-Periods-2022-23/pdf/2022.2023.pdf?m=637819859728970000
mailto:Timesheets@pkc.gov.uk

