
Pay Period Ending:

Department: 
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TOTALS

Hourly Rate:

Account Code: Total Amount Due:

Total Hours Total Amount

Batch # / Date Entered

PROJECT 

CODES
DATE

MEALS OVER       

TIME

HOURS 

WORKED

Name:

Badge #:

TEMPORARY/ROP EMPLOYEE TIME SHEET

Project Code

SEMI-MONTHLY TIMESHEET

(For Identification Purposes Only)

(Your signature certifies the time entered on the time sheet is true and correct)

Employee Signature Supervisor Signature

Note:  In compliance with Regulation 526-1, Overtime and Compensatory Time Provisions, and SOP 5-6, Time Sheets and Time Cards, Classified Employees are required to work 37.5 

hours per week excluding lunch.  Time sheets are to be submitted to your immediate supervisor on the 15th and last working day of each month for signature & forwarding to the leave 

secretary.  Active employees working in excess of 37.5 are entitled to overtime at a rate of 1.5 times the hours worked.  Leave is to be logged on the time sheet in no less than quarter-hour 

increments.  ROP participants are to record their hours based on the daily hours worked on your last contract prior to retirement.  All blanks shall be completed, where appropriate.   

*Note:  Only two (2) days of LWOP may be approved by the site manager per school year. 


