BLOOMFIELD SCHOOLS
Contract Employee





Non-Exempt Weekly Timesheet
Codes:

SCK – Sick Leave
JUR – Jury Duty
 
MIL – Military Duty/ Civil
CMPE – Earned Comp Time*
VAC – Vacation
  
PER – Personal

CMPE – Used Comp Time             
OT – Overtime*
PROF – Training  
WC – Worker’s Comp
SUB – (Name of person subbed for)       *Must Have Prior Approval




Timesheet needs to be given to Supervisor at end of shift every Friday.
Approved Timesheet must be turned into Payroll Dept by: Following  Tuesday by  12:00pm

Employee Signature: ______________________________
Date: ____________

No Other Form Will Be Accepted for Contract Employees
B#209











      Revised 07/05
Instructions for Non-Exempt Contract Employee Weekly Timesheet
· We will be rounding to the nearest quarter hour.

              Example:
8:00 to 8:07 = 8:00




8:08 to 8:22 = 8:25




8:23 to 8:37 = 8:50




8:38 to 8:52 = 8:75




8:53 to 9:00 = 9:00

· Record time on timesheet as military time.


 Example:
 15 minutes is .25

8:15 should be recorded as 8:25

 30 minutes is .50 
8:30 should be recorded as 8:50

 45 minutes is .75

8:45 should be recorded as 8:75

· To calculate your time for the day is as follows:




IN
OUT




  8:00
 12:00   =  4.00




12:50
 16:50   =  4.00
            




Total for day      =  8.00

· Record time of arrival under the in column and the time you leave under the out column for every time you come and go for that day.

· Other hours are for any non worked hours.  Enter the number of other hours in the other hours column and use the codes on top of timesheet to record the type of other hours in the code column.

· Hours must total up to what ever is on your time sheet under Job code.  

Example:  You work 32 hours Monday thru Thursday and the Job Code shows 40/Hrs week you must take 8 hours of some sort of leave to bring you up to 40.

Leaves may be taken in .50 (which is half an hour) increments.     

MORNING



AFTERNOON



EVENING
	Regular time
	Military Time to Record on Timesheet 
	
	Regular time
	Military

Time to Record on Timesheet
	
	Regular time
	Military 

Time to 

Record on 

Timesheet



	5:52 to 6:07
	6:00
	
	11:53 to 12:07
	12:00
	
	5:53 to 6:07
	18:00

	6:08to 6:22
	6:25
	
	12:08 to 12:22
	12:25
	
	6:08 to 6:22
	18:25

	6:23to 6:37
	6:50
	
	12:23 to 12:37
	12:50
	
	6:23 to 6:37
	18:50

	6:38to 6:52
	6:75
	
	12:38 to 12:52
	12:75
	
	6:38 to 6:52
	18:75

	6:53 to 7:07
	7:00
	
	12:53 to 1:07
	13:00
	
	6:53 to 7:07
	19:00

	7:08 to 7:22
	7:25
	
	1:08 to 1:22
	13:25
	
	7:08 to 7:22
	19:25

	7:23 to 7:37
	7:50
	
	1:23 to 1:37
	13:50
	
	7:23 to 7:37
	19:50

	7:38 to 7:52
	7:75
	
	1:38 to 1:52
	13:75
	
	7:38 to 7:52
	19:75

	7:53 to 8:07
	8:00
	
	1:53 to 2:07
	14:00
	
	7:53 to 8:07
	20:00

	8:08 to 8:22
	8:25
	
	2:08 to 2:22
	14:25
	
	8:08 to 8:22
	20:25

	8:23 to 8:37
	8:50
	
	2:23 to 2:37
	14:50
	
	8:23 to 8:37
	20:50

	8:38 to 8:52
	8:75
	
	2:38 to 2:52
	14:75
	
	8:38 to 8:52
	20:75

	8:53 to 9:07
	9:00
	
	2:53 to 3:07
	15:00
	
	8:53 to 9:07
	21:00

	9:08 to 9:22
	9:25
	
	3:08 to 3:22
	15:25
	
	9:08 to 9:22
	21:25

	9:23 to 9:37
	9:50
	
	3:23 to 3:37
	15:50
	
	9:23 to 9:37
	21:50

	9:38 to 9:52
	9:75
	
	3:38 to 3:52
	15:75
	
	9:38 to 9:52
	21:75

	9:53 to 10:07
	10:00
	
	3:53 to 4:07
	16:00
	
	9:53 to 10:07
	22:00

	10:08 to 10:22             
	10:25
	
	4:08 to 4:22
	16:25
	
	10:08 to 10:22             
	22:25

	10:23 to 10:37
	10:50
	
	4:23 to 4:37
	16:50
	
	10:23 to 10:37
	22:50

	10:38 to 10:52
	10:75
	
	4:38 to 4:52
	16:75
	
	10:38 to 10:52
	22:75

	10:53 to 11:07
	11:00
	
	4:53 to 5:07
	17:00
	
	10:53 to 11:07
	23:00

	11:08 to 11:22
	11:25
	
	5:08 to 5:22
	17:25
	
	11:08 to 11:22
	23:25

	11:23 to 11:37
	11:50
	
	5:23 to 5:37
	17:50
	
	11:23 to 11:37
	23:50

	11:38 to 11:52
	11:75
	
	5:38 to 5:52
	17:75
	
	11:38 to 11:52
	23:75
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Job Code:              /         Hours per wk�
�
Account #: �
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