


Step-by-Step Instructions:
Internal Substitute Timesheet 
Step 1: Create a Personal Copy & Save to Folder
1. Open the Original File: Open the master timesheet template in Google Sheets or Excel.
SUBSTITUTE TIMESHEET: Used for time covering for an absent teacher. Only include time spent directly with students, meaning the length of the class.
https://docs.google.com/spreadsheets/d/18k4u1NrifViCSrVbzMVserxAXt3CzKnwBeOuy1YCm-g/edit?usp=sharing
COSMETOLOGY SUBSTITUTE TIMESHEET:
https://docs.google.com/spreadsheets/d/1L2t2Wjoyf908uLetpR4RJ1ztQ0v_MWrrMBuzAJhPatc/edit?usp=sharing
2. Make a Copy:
· Google Sheets: Click File in the top menu bar, then select Make a copy.
3. Rename the File: Give your file a clear name (e.g., Internal_Sub_Timesheet_YourName_PayPeriodDate).
4. Select Your Personal Folder:
· Google Drive: In the "Make a copy" popup window, click Folder, navigate to your personal folder (or create a new folder named My Timesheets), and click Select.
Step 2: Fill Out Employee Information
· NAME: Enter your full legal name in the NAME field at the top of the form.
Step 3: Record Substitute Time
For each day and session worked as an internal substitute, fill out the following columns:
· DATE SUBBED: Enter the calendar date you substituted.
· SUBBED FOR: Enter the full name of the staff member you covered for.
· SESSION: Select or identify the session number (1, 2, or 3) for that block.
· TIME WORKED:
· Full Session: If you worked the complete session, enter Y in the (Yes = Y / No= Blank) field.
· Partial Session: If you worked a partial session, leave the Full Session field blank. Enter your start and end times in the designated From: and To: fields, including AM or PM.
Step 4: Verify Total Hours
· TOTAL HOURS: The form will automatically calculate the duration for individual rows and sum up your cumulative total at the bottom. Verify that all session times and totals match your records.
Step 5: Sign & Submit
· EMPLOYEE SIGNATURE: Sign your full name on the EMPLOYEE SIGNATURE line at the bottom.
· DATE: Enter the date you signed the document.
Step 6: Office Use Only
· Leave the OFFICE USE section blank. The business office will use this section to convert your hours to decimals, apply your HOURLY RATE, and calculate the total payment AMOUNT. When you’re done, print it out and give it to the Principal’s Admin. Assistant for approval. 



