
Work Pattern Spreadsheet

This work pattern spreadsheet is for work patters that are not split shifts. 

This should only be completed if employee has one start and finish time.

*Please do not complete Daily Hours tab.



SEE VIDEO ON NEXT SLIDE



Split Shift Work Pattern Spreadsheet

• If an employee works a split shift work pattern i.e. 08:00-12:00 then 
18:00-21:00. You will complete the Split Shift Work Pattern 
Spreadsheet. 

• On Tab One “Pattern Hours” of the spreadsheet you will only 
complete the blue boxes. All other cells auto populate. 



Tab Two Shift Times

• You will enter the start and finish times in the relevant cells. 

• If the employee has an unpaid meal break during the shift please 
record the length of the break in column R. Leave blank if there is no 
break. In Column Q please indicate if the break is paid or unpaid.

• The below example display an employee on a split shift of 08:00-
11:00 then 13:00-16:00. The employee does not have a meal break. 
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