School District No. 50 (Haida Gwaii)
CUPE Time Sheet

Employee Information

	Name: 


	Signature:


	Employee No.


	School:


	Position(s): (please choose from list below)                                          

	With recognized formal training?  (please indicate Yes or No)          


	First Nations Resource 
	Secretary
	Home School Coordinator
	Clerk Typist

	Library Clerk
	Noon Hour Supervisor
	Special Ed. Assistant
	Resource Centre Clerk

	Casual    (please indicate person replaced above)


Hours of Work
	Date
	
	
	
	
	
	
	
	Total
Hours

	
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	

	Regular
	
	
	
	
	
	
	
	

	Overtime
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	

	Code
(ie, Shift Premium)
	
	
	
	
	
	
	
	


	Date
	
	
	
	
	
	
	
	Total
Hours

	
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	

	Regular
	
	
	
	
	
	
	
	

	Overtime
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	

	Code

(ie, Shift Premium)
	
	
	
	
	
	
	
	


Coding Legend

430 – Sick

440 – Vacation
450 – Statutory Holiday 
501 – Discretionary 
        527 – First Aid Allowance          592 – Shift Premium
Payroll Information – Employee to Complete
	Total Hours to be Paid
	Overtime Calculation
	Banked Overtime

	Total Regular: 

Total Overtime: 
	Hours x Time
	Total
	All overtime will be paid out unless otherwise indicated below.



	
	      hours x
	1.5
	
	

	
	      hours x
	2
	
	


Explanation of Overtime 

	Date
	Reason for Overtime

	
	

	
	


	Supervisor’s Signature

	








Time Sheet Due No Later Than Monday Noon

