Hourly Timesheets - Classified

Don’t&forget&to&sign&and&date!&
1. Use your name as you have submitted it to BUSD. No nicknames please.
2. For the most security, use your Employee ID# (which can be found on your pay stub), and
enter it in the space below the SS# box.
3. Lunch is mandatory for employees working 5 hours or more. Complete this section for the
period before lunch.
4. This section is for the period worked after lunch or break.
5. Tabulate your hours carefully. If there is a discrepancy, this may delay processing of your
time sheet.
6. If you are a substitute, enter the Job# from Aesop.
7. Remember to total your hours.
8. Time sheets are for hourly work, so enter the month and year under Hourly Payroll (even if
you are a salaried employee).
9. Ignore this box and the Salaried column.
10. Be sure to check pay type or enter Job Title. A separate time sheet must be used for each
type.
• Stipends are pre-negotiated.
• Overtime is calculated after 7.5 hours and must be pre-approved by your supervisor.
• Temporary Higher Duty is work at a higher pay range on a temporary basis.
• Extra Duty refers to straight time worked in addition to a salaried position (not to exceed 7/5
hours) and used for hourly assignments.
11.Describe the job you are doing. If you are substituting for the regular employee in this
position, write “Sub for [employee name].”
12.Explain why you worked overtime, and remember that it must be pre-approved by senior
management, i.e. the Superintendent, Assistant Superintendent or Deputy Superintendent.
13.Explain the Higher Duty, i.e. a Secretary doing a temporary assignment for a School
Secretary on leave.
14.Enter the Stipend and amount, i.e. Coach $600.
15.Time sheets must be approved by Supervisor or Budget Manager before submitting to Payroll.

