
TOIL RECORDING FORM 
 

Completed/ authorised forms should be scanned and sent to MyView@pkc.gov.uk to allow the relevant systems to be updated 

Employee Name: Payroll Number:     Service: 
 

 
 

Date TOIL 
Worked 

Reason for Toil 

Time/ Hours 
Worked 

Total 
hours 

worked  
(i.e. 7hrs 
12mins) 

Date TOIL 

taken 

No. of 
Hours 

taken  
(i.e 7hrs 
12mins) 

Balance  

of TOIL 
hours 

Line 
Manager 

Approval 

(Signature) 

Office Use 

Only:  
(MyView Team)  

 Start time End time 
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