Complete YELLOW sections only
Complete form electronically
A —Type in last name
B — Type in first name
C — Type start date (MM/DD/YY) of the week. Work weeks begin
on Saturday. Entering the date will populate the dates in the
body of the timesheet.

D — Type your initials in section D only if you worked the entire
week under your assigned schedule with no variances (no extra
duty, no leaves, no additional time worked, etc.) If you initial in
section D, you are not required to complete section E. You will be
paid for your assigned work week.

E — Record time worked and leave used (time off taken) in
section E.

F — If you recorded time off work in the “other time off”
category, you must describe the nature of the time off such as
jury duty, funeral, etc. in section F.

G — If you worked additional hours during a day, you must
describe the nature of the additional hours worked such as
tickets, sat hrs, clock, chaperone, OT, etc. in section G.

H — PRINT the timesheet; SIGN and DATE in section H.
Timesheet to be turned into supervisor on Monday after the end
of the work week.

Report all absences to direct supervisor AND Terri Ahlvin

A

OTHS #203 EMPLOYEE TIMESHEET

PRINT LAST NAME

WEEK START DATE (SATURDAY)

MONTHDAYYEAR

Cc

MMDDAYY)

@ IWORKED MY ASSIGNED SCHEDULE OF HOURS WITH NO EXCEPTIONS (DO NOT COMPLETE SECTION BELOW)

( )

COMPLETE SECTION BELOW ONLY IF THERE IS A DEVIATION/ADDITION TO YOUR ASSIGNED SCHEDULE OF HOURS

RECORD HOURS TO CLOSEST QUARTER-HOUR INCREMENT
—_—

0.25)

SATURDAY SUNDAY MONDAY TUESDAY ]| WEDNESDAY | THURSDAY TRIDAY
1012016 10722016 10532016 10472016 1052016 10162016 1072016
REGULAR HOURS
WORKED
SICK TIME
PERSONAL TIME E
VACATION TDME
ABSENT W/OUT PAY
OTHER TDME OFF (JURY.
FUNERAL. HOLIDAY)
DESCRIBE F F F F F F F
ADDITIONAL HOURS
WORKED
REASON G G G G G G G
TOTAL 0.00 0.00 0.00 0.00 0.00 0.00 0.00
HoURs compensaTED | 0,00
H H
EMPLOYEE SIGNATURE DATE SUPERVISOR SIGNATURE DATE
FOR PAYROLL USE ONLY
ACTUAL HRS
PHYSICALLY REGULAR mOUKS WORKED OF HOURS WORKED SICK TVME PERSONAL TIME VACATION TIME AWOP OTHER
'WORKED
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00




Frequently Asked Questions (FAQS)
TIMESHEETS

for
Non-Exempt Employees

*  Who is considered exempt versus non-exempt underRhir Labor Standards Act (FLSA)?

According to FLSA, certified staff (teachers andraistrators) are exempt employees and do not teave
complete timesheets. The following non-certifieiions at OTHS are also exempt at this time ag theet
both the salary requirement and duty requiremenketclassified as exempt:
— Administrative Assistant to the Superintendent
- Payroll
— Technology Director
— AV Director
— Facilities Director
— Computer Administrator
— Network Administrator
All other employees are NON-EXEMPT from FLSA andsthcomplete a record of time worked (must complete
timesheets each week).

*  Where can | get the timesheet form?

Electronic copies of the timesheets were emailggtg so you can save the document on your comfuter
future use if you wish. Otherwise, you can actkesdorm at

e Why does the work week begin on Saturday?

Current law requires that employers must identify start and end of the work week. Board Poli®p5:
identifies the work week for OTHS as 12:00 a.mugdy until 11:59 p.m. on Friday.

e When can | initial the box labeled D and skip congting a daily record of time in Section E?

Initial the box labeled D when you work your assigrwork schedule with no variances. This meansytha
worked each day as assigned without flexing tinségileave, taking time off, working beyond yousigsed
schedule, or working extra duty. If you initiaktbox, you are indicating that you started workaaitr assigned
time, took your lunch, and stopped working at yassigned time. You are further indicating thatryassigned
work week accounts for all time issues for that kve¥ou will be paid regular time accordingly fofidl week
of work.

If you have any variance in your assigned work wgek must complete Section_E for the entire weleken
if a variance involved only one day of the weeky youst complete Section E for the entire week. hWn&ng
Section E, all time for the week must be accoufde@ccurately under the appropriate category.

* How do | account for a holiday? Is it a variancéat requires me to complete Section E, or can Il gtiitial
in the box (Section D)?

You may still initial in the box (Section D) forveeek containing a holiday, as the holiday is péstaur
regular schedule, and if there are no other vagiamgour work week. If you have other varianaegaour
work week besides the holiday, the holiday timeusthde accounted for when you complete Sectiondeun
the “other time off” category.



When do | receive overtime (OT) pay (time and ¥nof typical pay rate)?

Overtime pay is for “worked” hours in excess ofttfurs per week. If you work over your regular daiork
schedule, but work under 40 hours for the weektithe will still be paid at the regular rate. Otiye
physically worked in excess of 40 hours for the kveél be paid at the time and % rate. Leave tane
holiday time is not considered time “worked” andlwbt count toward the 40 hour benchmark. Lurgh i
considered time physically worked.

When are time sheets due? Where do | turn in mypesheet?

Timesheets are due on the Monday following theddrtie work week. Timesheets should be given taryo
direct supervisor. Supervisors should reviewialesheets and turn them into the Business Officébida by
3:00 p.m. on Thursday (Milburn Campus send to BassrOffice through inter-campus mail on Thursday).

What is the rate of pay for non-exempt employeesdgtra duty work such as ticket taking, Saturdagurs,
chaperoning events, etc.?

Hours for extra duty positions will be added to ybours worked for the week. You will be paid éxtra duty
hours at your regular rate of pay until you exctxtdl hours worked of 40 hours. Once you exceetlolls
worked during the week, extra duty work will begbat your OT rate of time and %.

Do we still have comp time? Flex time?

No. There is no longer comp time for non-exemppleyees. With the advanced written approval ofryou
supervisor, you may “flex” your time within the wedut there will be no comp time carried over frone
week to another. For example, if you work 2 eximars on Monday with the advanced written approval
your supervisor, you may reduce your workday oddyriby the 2 hours. Remember, this would be awuad
in your typical assigned work schedule, thus reqgiall time to be recorded in Section E of thea#heet for
that week. Please retain all advanced written agdsdrom your supervisor in the event flex timeds to be
confirmed.

| need to work OT to get my job done. What do Pdo

ALL overtime must be approved in writing and in adege by your supervisor. If your supervisor is not
available to approve the overtime, you may corttaetPrincipal or Superintendent in writing and dvance of
the time worked to determine whether the time béllapproved. If you do not have written advareggoroval
to work overtime, do not work overtime. Pleasairetll advanced written approvals from your susanin
the event overtime approval must be confirmed.

Can | take work home?

No, work is not to be taken out of the office.

How do | account for my lunch time?

Non-exempt employees receive a paid 30 minutesluitfccompleting Section E on the timesheet, y@air
minutes of lunch should be included in the “regllanrs worked” category. Your 30 minute lunch dsun
toward the 40 hours worked benchmark that will bedito determine when your OT rate of pay applies.

If I work less than 12-months, will | still be paidver 12-months?

Paraprofessionals will be paid over 12-months pmsto the terms of the Collective Bargaining Agneat.
Other non-exempt employees working less than 12tinsonill be paid over their contract length. Fzample,

if you are a 10-month employee, your pay will beépgaver the 20 pay periods of your 10-month coritrac
Please see the Business Manager if you have gas&timcerns regarding how to budget for the mowtien



pay will not be received, or how to pay for inswamuring the months when your premium cannot loeicted
from a check.

How do | account for snow days (emergency days)?

If your work week has no variances other than tiewgemergency day, initial the box in Section Dydu are
less than 12-months, your scheduled contract yébbevadjusted, as the snow/emergency day will be
exchanged for an identified emergency day purstatite school calendar. You will still work thedb
number of days per your contract.

If your work week has other variances to your scitetiesides the snow day, you must complete SeEtioih
the worksheet. The time associated with the snoevgency day should be recorded in the “other tiffie
category with the description “snow” under Section

Am | required to complete a separate timesheetrfor extracurricular assignment?

No. You are to complete only ONE timesheet perkwdéyou have pay associated with your extracudgr
assignment, you will complete Section E and wat frour curricular hours under the “additional reworked”
category. You will identify your assignment in 8en F and may use abbreviations to do so (e.@lFtb
Yearbk, FOR Club, GBktBI etc.)



