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Company: Employee: Week of (Monday):

Day Date Job / client Start End Unpaid break
(min) Hours (h:mm) Hours (decimal)

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

: :

: :

: :

: :

: :

: :

: :

: :

: :

: :

: :

: :

: :

: :

Week total

Over the standard week (40 h for most employees): One line per job. Break: unpaid breaks only, in minutes.

Employee signature: ______________________   Date: ____________ Approved by: ______________________   Date: ____________

Minutes to decimal 5 min

0.08

10 min

0.17

15 min

0.25

20 min

0.33

25 min

0.42

30 min

0.50

35 min

0.58

40 min

0.67

45 min

0.75

50 min

0.83

55 min

0.92

60 min

1.00

Breaks granted by the employer are paid and count as hours worked (CNESST). Paid vacation and statutory holiday hours count as hours worked when calculating overtime (Act respecting labour standards, s. 56).

Construction: an employee governed by Act R-20 follows the collective agreement of their sector (CCQ); this template applies none of its rules. General information checked on October 20, 2026, not legal advice.
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