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Timesheet Approval process for Assessors / Supervisors (TMS) 

 

The 3 step Timesheet Approval process described below:  

 

Step 1  

The Supervisor / Assessor receives an email once student has submitted their completed 

hours for the week on the timesheet management system (TMS). The hours submitted will 

be the hours worked with the Supervisor / Assessor   

The Supervisor / Assessor must click on the hyperlink provided with in the email to view the 

timesheet  
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Step 2  

The Assessor / Supervisor automatically accesses the timesheet submitted and can view the 

hours submitted (No log in details required to access timesheet)  
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Step 3  

Option A – Approval of all Hours submitted on Timesheet  

The Assessor / Supervisor can approve the timesheet, if they are happy with all the hours 

entered, by clicking the green ‘approve timesheet’ button. This will approve all hours 

submitted. No need to select specific days by clicking in the little square check boxes.  

  

Option B – Non- Approval of Timesheet  

In the scenario where the Assessor / Supervisor rejects all hours submitted, they need to add 

a comment with reason for the rejection in the box (highlighted in green in the picture above) 

and then simply click on the ‘reject timesheet’ button circled.  

As soon as a timesheet is rejected the student receives an email notifying them of the 

rejection. The student will then need to read the reason for the rejection, make the necessary 

amendments to the timesheet and resubmit or if necessary, discuss with Assessor / Supervisor 

before resubmitting.   

Assessor / Supervisor receives a further email with the hyperlink and the same process for 

approval is followed.   

  

If you need support, please contact the relevant email address below: 

• Nursing, please email nursing.placements@bcu.ac.uk.  

• Midwifery learners, please email Midwifery.Placements@bcu.ac.uk.  

• School of Health and Life Sciences, please email Health.Placements@bcu.ac.uk 

• Education, please email Education.Placements@bcu.ac.uk 

• Social Work, please email SocialWork.Placements@bcu.ac.uk 
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