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Timesheet 2022-2023 Due Dates
(B) uonschootpisic

2022-2023 Time Card Due Dates

Due Dates for

Time Card
Due Date

Work Dates to be included on
Time Card

Supplenrental Tine

Pay
Date

June 1 — June 30, 2022 July 1%, 2022

hawe changed!

July 15, 2022

July 1%t = July 29, 2022

August 1%, 2022

August 15%, 2022

September 1%, 2022

August 15— August 31%, 2022

September 15™, 2022

September 15- September 30%, 2022 October 37, 2022

PAY DATE FOR SUPPLEMENTAL TIME AND SUBSTITUTE

October 14, 2022

October 3 — October 31%, 2022 November 1%, 2022

WORK HAS CHANGED TO THE 15TH OF EVERY MONTH

November 15, 2022

November 15t — November 30™, 2022

December 1%, 2022

December 15%, 2022

DATES TO INCLUDE ON A TIME CARD ARE FROM THE

December 15t — December 29th, 2022

January 31, 2023

January 179, 2023

1ST OF THE MONTH TO THE END OF THE SAME MONTH.

January 3™ - January 31%, 2023

February 1%, 2023

February 15%, 2023

DUE DATE TO SUBMIT TIME CARDS HAS CHANGED TO

February 1% — February 28%, 2023 March 1%, 2023

March 15, 2023

THE 1ST OF THE FOLLOWING MONTH

March 15— March 31, 2023 April 31, 2023

April 14%, 2023

ONLY ONE MONTH RECORDED PER TIMECARD

April 3 — April 30, 2023

May 1%, 2023

May 15%, 2023

May 1% — May 31%, 2023 June 1%, 2023

June 15t, 2023




The importance of processing
timesheets on time:

Avoid penalties

Ensures employees are paid on
time.

Minimizes the risk of errors.

Minimizes the risk of duplicating
timesheets.

Gives payroll fime to efficiently
process employee timesheets.

New Timesheet Format

BURTON SCHOOL DISTRICT
SUPPLEMENTAL TIMESHEET FORM

Month/Year;
IMPORTANT: Time worked from 1* of the month to the end of the month must be submitted by the 1* of the following month
before 4:00 pm. Pay day for Supplemental time sheets is the 15® of every month (Adj for and )
Name: Last Four of SSN: X)0(-XX- For Dffica For Sub
Teachers
Use Only
Teacher Sub O Classified Sub O Coach O Regular Employee O only
Date Site Position/Person Substitute for Time In | Time Out Total Half | Full
(For Reg. Employees -Reason for Overtime) Hours Day | Day
Total:
Employee: Department Approval:

| certify that, this is an accurate statement of hours worked

Date: [ [J

1 certify hours have been verified and approved for payment:
Date: [ [

FOR OFFICE USE OMLY.

=)

OB 51 ™

MGR

Amount

R o x x| =

See reversed side for instructions

Total:

Revised 7/1/22

BURTON SCHOOL DISTRICT
SUPPLEMENTAL TIMESHEET FORM

INSTRUCTIONS FOR COMPLETING MONTHLY TIMESHEET

. Accurately record your time on a daily basis with black or blue ink.

. Include all days worked from the 1% of the month to the 30*/31% of the month.

. Submit your completed timesheet by the 1* of the following month to the Burton District Office.
. Timesheets not submitted by the deadline will delay compensation.

. All work time reportad on the timesheet is subject to review and verification.

. See example at the bottom of the page for information on completing the timesheet.

[= T, I ST

FOR CLASSIFIED / CERTIFICATED SUBSTITUTES:

You will use this form to record all the days and time in/time out worked covering for Regular Employees. The
information provided gets verified against the records on the AESOP system. Any discrepancies will have to be
resolved before processing payment. It is your responsibility to make sure the hours/days reported on the
supplemental timesheet are accurate and the time worked corresponds to the records on the system.

FOR REGULAR PART TIME/FULL TIME EMPLOYEES:

You will typically use this form to record overtime worked and additional hours that are added to your schedule
for separate assignments that are not included with your normal pay. Overtime worked over 8 hours in 1 day or
40 hours in a week or any work on the 6% or 7 day. A reason for overtime must be included as well as the
signature of approval from your supervisor. An account line must be provided to process payment.

TIME CARDS WITH INCORRECT OR MISSING INFORMATION WILL BE RETURNED TO THE SENDER AND

WON'T BE PROCESSED UNTIL RECEIVED WITH THE NECESSARY CORRECTIONS

BURTON SCHOOL DISTRICT
SUPPLEMENTAL TIMESHEET FORM

Month/Year:_Ad gju:J' 4=

{nAPGRTANT: Fine Worked from 1 of the month to the end of the month must be submitted by the 1% of the fallowing month
befara 4:00 pm. Pay day for Supplemental time sheets is the 15" of every month (Adjusted for waekends and holidays)

Name: __ Jehn Doe Last Four of SSN: XIOGKK- 1234 For oliles For Sub
s Teachers
WUse Only .
Teacher Sub [J Classified Sub Coa anty
| Date Site Pasition/Person Sul Total Half | Full
[For Reg. Employees -Reason for Dvertime) Hours | Day | Day

| JETE

?' — T
| 1
|

Revised 7/1/22

Note: Please do not use the old Timesheet template. Payroll will no longer be accepting them. They will be

eturned for re-submission




PAYROLL PAYMENTS PROCESSED
BY SIGN-IN/OUT SHEETS

Notify payroll department ahead of time when you are planning to pay employees
via Sign in sheets.

Provide payroll a Separate sign in sheet for Certificated and Classified Staff when
aftending the same training.

Sign in sheets must include the following information for payroll processing:

Title of the Training

Schedule Description (Start/End Time and designated Lunch Time duration)
First and Last Name of each employee attending training.

Signature of Employee

Time in / Time out

Signature of Admin authorizing payment

Account Line

2 0 R R A

Classified staff gets paid differently from Certificated. Unless otherwise noted, classified
employees will get paid at the regular hourly rate they normally get paid.



Using Payroll Timesheets for Comp Time

BURTON SCHOOL DISTRICT

SUPPLEMENTAL TIMESHEET FORM
Month/year; August 2022

IMPORTANT: Time worked from 1 of the month to the end of the month must be submitted by the 1* of the following month
before 4:00 pm. Pay day for Supplemental time sheets is the 15™ of ewery month [Adjusted for weekends and holidays)

If an Employee has been approved to work overtime but will be Name: Anothny Stark Last Four of SSN: xxx-xx- 1234 Foromee | FOTSUE
. . . . R Teacher Sub O Classified Sub O Coach OO Regular Employee [ = only
earning Comp Time in lieu of an actual payment then, a fime bate | st Position/Person Substitte for Time in | Time Ot | Total | Half | Fai
(For Reg. Employees -Reason for Overtime) Hours Day | Day
sheet must be submitted to Human Resources direcﬂy_ §-9-22 |BES Transiation for Aftemoon Parent Meeting |5:00 pm  |6:00 pm
Comp Time

The New Timesheet Format must be used to record Comp Time

and needs to be submitted to HR as soon as earned.

Must Include date, site, reason for overtime, Time in/out and

make sure you write down “For Comp Time only” and signatures.

No account line is required for Comp Time.

Comp Time must be utilized within the school year in which it is

earned. Comp time cannot roll over to the next school year. If

Total:
comp time is not taken within the school year in which it was S S
. . | certify that, this is an accurate staterment of hours worked 1 certify hours have been verified and approved for payment:
eOrned |T can be p(]ld OUT' Signature: Anthony Stark Date: 08 097 22 | signature: Supervisors Signature Date: 08710722
+rereereee.. FOR OFFICE USE ONLY.
FD RE PY GO0 FN oB sl T MGR_| Umits Rate Amount

X

X

X

X

X

See reversed side for instructions Totalk | &

Revised 7/1/22




MONTHLY STIPENDS

e Position Controls for Monthly Stipends are due
August 101, 2022 if they are to be included

with August Payroll.

e Examples of Monthly Stipends:
> |tinerant Stipends
> Department Chair Stipends
> Club Advisors Stipends
> Athletic Director Stipend
> Band Director Stipend

NOTE: Position Controls for Stipends turned in after August 10 will be processed with
Septembers Payroll.




CLASSIFIED WORK SCHEDULES

» Classified Work Schedules are shared with Site administrators through
Google Sheets.

e Schedules are used to reconcile payroll

 Update Schedules as needed for New Employees and/or changes.
* Alphabetized by Last Name

e Vacant Positions

e Check account lines

* Break periods, paid or unpaid

Lunch Breaks

Note: Classified Schedules have been rolled over to the new school year. They are
now ready to be updated by either Principals or Vice Principals.



CLASSIFIED WORK SCHEDULES

Mi Inbox (8) - ana.gonzalez@burtor X | Google Sheets x | E Employee | Select Employee (125 X | & My Drive - Google Drive x BES 2022-23 - Google Sheets x D Kick-off Meeting 8-2-21.pp

&« - C B docs.google.com/spreadsheets/d/1RCaibRfryQp7UQEOCcFYjwlAvadSeiGakzjuiGZII3Fw/edit#gid=0

BES2022-23 ¥ @@ &

File Edit view Insert Format Data Tools Extensions Help Last edit was made onJune 20 by Debbie Estrada

& 100% - B A 5% S
B1:C1 - Burton Elementary School
A B = D | E| F G H | | | J K | L | M N o P Q
1 Burton Elementary School Classified Staff Schedules: 2022-23 Staff Member: Jane Doe
2 Site Administrator: | Brooke Torres Revision Date: 8r92017 ﬁ
g Assignment Funding Start : End Paid Time Percent | FU [ RES | Py | oL [ FN [o0B] “s1 | Y MA
4 1| |Instructional Aide LCAP 8:10:00 AM | - 10:45:00 AM 2:35 59.62%
5 2 | |Reading Academy Title 3 10:45:00 AM | - 12:00:00 PMI 1:15 28.85%
6 3| JLunch Unpaid Break 12:00:00 PM| - 12:30:00 PMI 0 0.00%
7 4| |Supervision District 12:30:00 PM | - 1.00.00 PM]| 0:30 11.54%
8 5 - 0:00 0.00%
9 6 - 0:00 0.00%
10 7 - 0:00 0.00%
n 8 - 0:00 0.00%
12 Total: 4:20 F‘ Office Use Only
13
14
15 Instructions for Creating a New Sheet
16 1. You must make a copy of this sheet.
17 2. In the bottom left corner there is a list of all the sheets in this spreadsheet.
18 3. Right click on the word "Template” and then click on the word "Duplicate,”
19 4. Right click on the new sheet called "Copy of Template” and then click "Rename.”
20 5. Type in the emploeses last name as the new name for the sheet.
2 6. To alphabatize the list of employees please click on the sheet you want to move and
drag it left or right.
22
23
2 [ nstructions for Working wih the New Shest ]
25 Once you've got the new sheet created please do the following:
26 1. Delete the example information in the yellow boxes.
27 2. Do not delete or type in anything that is not a yellow box, doing so will break
28 the form and this may result in inaccurate pay for your employees.
29 3. You may delete this informational boxes if you like.
30
3
32
33
34
35

+ = Instructions - 8 Template ~ Anderson, Sandra ~ Gomez, Juanita - Dominguez, Martha ~ Gonzalez, Esmeralda ~ Soto, Laura -~ Rivas, Kirbi ~ He




2022-2023 SITE CHECKLIST:

. Schedules are updated at the beginning of the School Year and
throughout the year as needed.

1 All Position control forms are turned in to the District Office. (Auxiliary Positions,
additional Jobs, Coaching, Vacant positions)

1 All Employees should be signed in and out

. Complete and Correct Timesheets are turned in on time at the District Office.
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