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Text Box
If utilizing unpaid leave, it needs to be reported via time sheet for processing. All other leave types (sick, personal, vacation) should be entered in Skyward.

cmcpherson
Text Box
Indicate a reason for all extra work.

cmcpherson
Text Box
Indicate the day of the week. This ensures that the correct overtime rate is applied to the hours.

cmcpherson
Text Box
If work is performed at another location other than your base assignment, please indicate that in the description.

cmcpherson
Text Box
Although Gary worked a full 8-hour shift on Wednesday, 5 of those hours he was doing roof work. This communicates that he is owed additional roof pay compensation for that time.

cmcpherson
Text Box
When Gary works in a position that pays at a higher rate than his base assignments, he reports the time as "absent' from his regular position with the number of hours subbed in the sub column.
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cmcpherson
Text Box
Hours worked in excess of 8 hours/day are subject to the overtime rate of pay.

cmcpherson
Text Box
Signed at the end of the month and turned in to his supervisor for approval.

cmcpherson
Text Box
Legal name, legibly written




