
How to complete TCS timesheets

Sending your timesheet via email

This guide is set up to help you complete your timesheet correctly. If you have a 
specific query in relation to a particular part of your timesheet, you can refer to the 
interactive timesheet for quick reference. 

The TCS timesheet you have been sent electronically is unique to you and must 
always be used. If you use someone else’s timesheet we will not be able to process it. 

Please remember that your timesheet is not just used to enable your payment; it 
is a legal document that is also sent to our commissioners to support our resultant 
invoices. Its accuracy, presentation and readability is therefore vital. 

When completing your timesheet, please use black ink and write in capitals to ensure 
legibility, no correction fluid should be used.

One timesheet needs to be completed per week (Monday to Sunday). If you work 
shifts with different clients in that week, you should complete a new timesheet for 
each client.  Timesheets can be sent with single day entries if you would prefer. 

Timesheets must be taken to each shift, completed and signed at the end of the 
shift. Signatures from clients must be attempted, if the client or parent is able to sign. 

Timesheets must be sent as a black and white PDF document. If you are sending 
travel receipts separately from your timesheet, these must be attached as an 
additional document within the email, rather than a second page after your 
timesheet. 
The size of document can be no bigger than 2MB. If you receive a bounce back 
email or a ‘mail box full’ email, one of the above has not been actioned.
We recommend using CamScanner to send your timesheets, this is a free application 
you can download to your phone or tablet and is easy to use.  
Please note that if you do not receive the automated confirmation email when 
sending your timesheet, then it has not been received. 
All sections of your timesheet should be completed where applicable.
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Clicking on each section of the below example timesheet will explain how your 
timesheet should be completed: 

Name: Client Ref No.:

(Note: 1 timesheet per service user)

TCS worker

FAX TO: 0333 323 2870
EMAIL TO:  timesheets.tcs@thornburycommunityservices.co.uk

 TCS No.  :1234567

Your care. Our passion.

Please quote client reference no. where known.
Alternatively, quote client code.

Licenced by CQC

Unit A, Estune Business Park, Wild Country Lane, Long Ashton, Bristol, BS41 9FH

Day: Start: Finish:

Total Hours:

Pre-authorised Travel Claim to be submitted with this timesheet? YES NO+22733291

DD/MM/YY 22:00 02:30
Date:

eg.   Mon

Associate Signature:

Associate Name:

TCS worker

I confirm the above details are correct to the best of my knowledge and belief.
In addition I confirm that any travel costs I have claimed have been necessarily
incurred in the performance of my duties with TCS.

If the client is unable to sign please write ‘unable to sign’ in the client
signature box

Authorised Client Signature:

Print Name:

Date:

AUTHORISATION:I am authorised to sign this timesheet. I have checked all hours claimed, are
correct. I understand that if I knowingly authorise false information, this may be considered
fraudulent.

Rtn mileage: To: Travel Receipt:
Postcode Postcode

Start From:
eg. 20 

Mon
Tue
Wed
Thu
Fri
Sat
Sun

TCS Number:

Notes

Training

Total Hours:
4:30

Total Hours:

TRAVEL CLAIMS: I have enclosed or retained receipts of expenses incurred. I understand that these details will be checked and confirmed before the timesheet is
paid. Any incomplete or illegible timesheet will result in the form being returned to the nurse/worker and a delay in payment. 

If I knowingly provide false information, this may result in disciplinary action and I may be liable for prosecution and civil recovery proceedings. 

TCS will cooperate with any organisation/investigation in respect of this timesheet.

I accept that information disclosed may be passed to third parties, including NHS trusts/hospitals/NHS auditors/tax and law enforcement authorities and
employment screening agencies in connection with my engagement.

Calls may be recorded.

Please complete 1 timesheet per week. You must use a new timesheet for each new client. Please complete your hours using the 24-hour clock. Please use capitals. No correction fluid may
be used. If you have any queries about how to complete this timesheet contact Payroll via Email: payroll@thornburycommunityservices.co.uk or Tel: 01275 547 311.

DB
Total public travel

NMC Pin:

Please tick if any of these relate to a training shift

Please tick appropriate day line if applicable*

*

1234567

Draft version Vha6
(26.10.2016) TCS TSImage

Please initial alongside any entries in the Travel Receipt column.

© Independent Clinical Services Ltd | Company Number: 04768329 | Trading as Thornbury Community Services | NHS fraud and Corruption Reporting line: 0800 0284060 |

Name: Client Ref No.:

(Note: 1 timesheet per service user)

TCS worker

FAX TO: 0333 323 2870
EMAIL TO:  timesheets.tcs@thornburycommunityservices.co.uk

 TCS No.  :1234567

Your care. Our passion.

Please quote client reference no. where known.
Alternatively, quote client code.

Licenced by CQC

Unit A, Estune Business Park, Wild Country Lane, Long Ashton, Bristol, BS41 9FH

Day: Start: Finish:

Total Hours:

Pre-authorised Travel Claim to be submitted with this timesheet? YES NO+22733291

DD/MM/YY 22:00 02:30
Date:

eg.   Mon

Associate Signature:

Associate Name:

TCS worker

I confirm the above details are correct to the best of my knowledge and belief.
In addition I confirm that any travel costs I have claimed have been necessarily
incurred in the performance of my duties with TCS.

If the client is unable to sign please write ‘unable to sign’ in the client
signature box

Authorised Client Signature:

Print Name:

Date:

AUTHORISATION:I am authorised to sign this timesheet. I have checked all hours claimed, are
correct. I understand that if I knowingly authorise false information, this may be considered
fraudulent.

Rtn mileage: To: Travel Receipt:
Postcode Postcode

Start From:
eg. 20 

Mon
Tue
Wed
Thu
Fri
Sat
Sun

TCS Number:

Notes

Training

Total Hours:
4:30

Total Hours:

TRAVEL CLAIMS: I have enclosed or retained receipts of expenses incurred. I understand that these details will be checked and confirmed before the timesheet is
paid. Any incomplete or illegible timesheet will result in the form being returned to the nurse/worker and a delay in payment. 

If I knowingly provide false information, this may result in disciplinary action and I may be liable for prosecution and civil recovery proceedings. 

TCS will cooperate with any organisation/investigation in respect of this timesheet.

I accept that information disclosed may be passed to third parties, including NHS trusts/hospitals/NHS auditors/tax and law enforcement authorities and
employment screening agencies in connection with my engagement.

Calls may be recorded.

Please complete 1 timesheet per week. You must use a new timesheet for each new client. Please complete your hours using the 24-hour clock. Please use capitals. No correction fluid may
be used. If you have any queries about how to complete this timesheet contact Payroll via Email: payroll@thornburycommunityservices.co.uk or Tel: 01275 547 311.

DB
Total public travel

NMC Pin:

Please tick if any of these relate to a training shift

Please tick appropriate day line if applicable*

*

1234567

Draft version Vha6
(26.10.2016) TCS TSImage

Please initial alongside any entries in the Travel Receipt column.

© Independent Clinical Services Ltd | Company Number: 04768329 | Trading as Thornbury Community Services | NHS fraud and Corruption Reporting line: 0800 0284060 |

Your care. Our passionthornburycommunityservices.co.uk



Understanding your timesheet 
To ensure your timesheet is not rejected ensure the following: 
• You have stated the four letter client code or, where it has been requested, the 

client reference number in the ‘Client Ref No’ box 
• You have put the correct date next to the correct day 
• Your start and finish times are correct, and you have informed the Care  

Co-ordination Team if there were any changes to your shift  
• Your full timesheet must be shown in a landscape orientation, it must be clear to 

read and submitted in a Black and white PDF document. (Make sure the flash is off 
if you are using a phone or camera)

• Any notes in the notes box refer only to training, cancellation or a travel claim. 

DB – Deal breakers 
If you are offered a Deal Breaker (bonus, accommodation, uplift or any additional pay) 
for a shift you will need to put a Tick (√) or Asterisk (*) in the DB column next to the 
appropriate shift. Please do not write it anywhere else on your timesheet as we will 
not be able to process it.  

Cancellations 
If you are claiming for a cancelled shift, please complete the client reference number, 
date and shift times. Please leave the mileage/travel section blank if you did not 
make your way to the shift.
In the notes box please provide a brief statement to say that the shift was cancelled 
and why. Check that all the details are correct, sign and send your timesheet. 

Client Signature  
Signatures from clients/relatives must always be attempted. If there is no-one who 
is able to sign the timesheet please write ‘unable to sign’ in the ‘Authorised Client 
Signature’ box. Leave the other sections blank. If you are working with a client who 
stipulates that the timesheet must contain a signature, you will need to take it back 
on your next shift to get it signed. 

Mileage claims   
When claiming mileage please complete this section on the same line as the shift 
it refers to. Ensure that you have stated your total return mileage, the postcode you 
started your journey e.g. your home postcode and the postcode of where your shift 
took place e.g. client’s address, hospital. Return mileage should be quoted in whole 
miles; do not use decimal points.
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In exceptional circumstances, if there are any differences in your mileage or you need 
to claim any business mileage, please write a brief note in the Notes box to explain 
why this is. 

If you have forgotten to put your mileage claim on your timesheet and it has 
been processed, unfortunately this cannot be backdated.

Travel claim
When claiming travel, please complete this section on the same line as the shift it 
refers to. Ensure that you state the postcode you started your journey e.g. your home 
postcode, the postcode of where your shift took place e.g. client’s address, hospital 
and the total amount of your travel that you are claiming for.
You must attach a clear, readable receipt for your travel that shows the date, time 
and cost of travel to be paid. If you are unable to fit your receipt(s) on your timesheet, 
you should submit a copy of the supporting receipt(s) on a separate plain sheet. 
It is critical that you quote your name and TCS number on that sheet for easy 
identification. 
Alternatively, receipts can be put on top of your blank timesheets with your Name, 
TCS number and barcode visible. If you are sending in a separate attachment with 
your receipts please tick the ‘yes’ box.

Oyster cards
We are unable to accept ‘Pay as you go’ or ‘top-up’ travel receipts. These are not 
valid travel receipts and will not be accepted.   
Your travel receipt must show the date, time and cost of travel to be paid. 
If you register your oyster card online you can view your journey history for up to the 
past eight weeks. If you highlight your journey/s we can accept a copy of this as your 
receipt. Please see the following link: https://oyster.tfl.gov.uk/oyster/entry.do 

Training shifts
If you are submitting a timesheet for training, please complete the Client Ref No to 
state which client the training is for. Complete the date, times and mileage/travel 
sections. In the Notes box please state what training you attended and tick the 
‘Training’ box below it and sign your timesheet.
Please note that a training timesheet can take a little longer to process, as the trainer 
may need to update the system. 

Your care. Our passionthornburycommunityservices.co.uk
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