ZIONSVILLE COMMUNITY SCHOOLS

EMPLOYEE TIME SHEET
	Name
	
	Building
	

	Reporting Period 
	
	Through
	

	
	           Month                 Day                   Year
	
	             Month                  Day                    Year


First Week

	Day
	Date
	Time In
	Time Out
	Time In
	Time Out
	Total
	Explain Any Overtime –

Must be Approved in Advance

	Sun
	
	
	
	
	
	
	

	Mon
	
	
	
	
	
	
	

	Tues
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	

	Thurs
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	

	Notes:
Total Hours for Week 
	


Second Week
	Day
	Date
	Time In
	Time Out
	Time In
	Time Out
	Total
	Explain Any Overtime –

Must be Approved in Advance

	Sun
	
	
	
	
	
	
	

	Mon
	
	
	
	
	
	
	

	Tues
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	

	Thurs
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	

	Notes:
Total Hours for Week 
	


	TOTAL REGULAR HOURS
	
	TOTAL OVERTIME HOURS
	

	Hours Verified By
	
	Overtime Approved By
	

	
	Supervisors Signature
	
	Supervisors Signature


Employee must mark the number and type of leave days to be charged this pay period: 
	Sick Leave
	
	Personal Leave 
	
	Vacation Days
	
	Bereavement Leave
	

	
	Employee Signature
	


