
 
 

Instructions to complete Timecards 

1. Distribution: Students will receive their timecard at 2:00 PM on their workday 

via school email.  

 

2. Deadline: Students have until the end of the day after their workday to complete 

the timecard. 

 

Example: Students who work on Monday will have until Tuesday at 11:59 PM to 

submit it. 

After the deadline, the timecard is marked late, and students will receive an email 

the next morning reminding them to complete it. 

 

3. Supervisor Notification: Once students submit their timecard, the supervisors 

will receive an email to complete their portion. 

 

4. Supervisor Ratings: They will rate students on a 1–5 scale: 

 

1 = Unsatisfactory 

2 = Needs Some Improvement 

3 = Met Expectations 

4 = Above Expectations 

5 = Exceptional 

 

 

Video link: https://www.loom.com/share/04b97561dd404422b19b2c75b0e3d3c1 
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