Time Sheet Procedures

All Classified Personnel must prepare a Time Sheet each pay period. The exception is Central Office personnel who are considered salaried. However, if they work overtime they must submit a timecard during that pay period.

Personnel may use either a “regular” time sheet or a “stretch pay” time sheet.

Time Sheets shall be given to their supervisors for approval at the end of the pay period.

Once approved by the supervisor time sheets are sent to Payroll. These must be in the Payroll Department by 10 AM on the Monday of a payday week.

Any hours worked above normal scheduled hours must have a written explanation as to the reason.

Any time sheet with Overtime must refer to the prior approval granted by the Superintendent or Treasurer ( see Overtime Procedures). All time sheets with overtime shall be given to the Treasurer for his/her review.

If time sheets are not received in a timely basis, upon authorization of the Treasurer, employees will be paid estimated hours worked for that period. Adjustments to that pay will be made during the next pay period for actual hours worked.

Transportation Only

Transportation personnel will need to complete two time sheets. One time sheet is completed for regular driving, see above, and another when they take trips.

