
cmcpherson
Text Box
Legal name, legibly written

cmcpherson
Text Box
Work schedule should be written here

cmcpherson
Text Box
Ziggy took 2 personal days at the beginning of the month. On Monday, the employee was only absent 4.5 hours according to his assigned hours and on Tuesday, he was absent for 6 hours, again, according to his assigned work schedule. 

cmcpherson
Text Box
Include a description for what the extra time was for.

cmcpherson
Text Box
Indicate leave type. Options include: sick, personal, or unpaid leave.

cmcpherson
Text Box
On Monday, Ziggy stayed for 2 hours after his regular shift ended, to sub for another employee (Rob Brown). He worked in his regular position for 4.5 hours that day and then worked an additional 2 hours for Rob.

cmcpherson
Text Box
On Tuesday, Ziggy didn't work in his regular position and instead filled in for Susie Smith for the day. He was "absent" from his regular job for 6 hours, but worked 8 hours as a sub. 

cmcpherson
Text Box
On Thursday the 27th, there was a (long) 3 hour meeting for some additional training. The first 8 hours of the day are paid at the regular rate of pay, but hours >8 are subject to the overtime rate. Therefore, the first two hours of the meeting are reported as "extra" and the last hour is reported as "overtime."

cmcpherson
Text Box
Indicate the day of the week here.




