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Timecard Checklist
1. Timecards must be completed in pen or electronically by employee. Timecards in pencil

will not be accepted.

2. Full Legal Names must be printed at the top of the timecard to accurately identify the
employee.

3. Timecards must include live signatures from employees and supervisors. Timecards with
electronic signatures will not be accepted.

4. Timecards must be legible and clear for accuracy.

5. Timecards must include contracted hours scheduled in the “Scheduled Hours” column.
(7:30-3:15) for all days in the current pay period.
NOTE: On holidays, it is okay to write “HOLIDAY” in the contracted hours.

6. All times must be entered in 15 minute increments and should be entered decimal format
(.25, .50, .75, etc.).

7. All absences must be included on the timecard for the current pay period, including
absence reasons, and it must be verifiable in Frontline (AESOP).

a. Absences to be deducted from your leave balance or LWOP, should be included in
the “Leave Time Taken” column and reduced from the Total Hours Worked
column. Exp: Sick, Vacation, Personal, etc.

b. Absences not to be deducted from your leave balance, DO NOT include in the
Leave Time Taken column, only in the notes and reduce from the Total Hours
Worked column. Exp: Holidays, No School days, training, bereavement, jury duty,
etc.

8. All classified additional hours must be included in the “Extra Hours Worked” column,
added to to the “Total Hours Worked” column, and must include explanations and a
program code.

9. Ensure that the explanations are clear and accurate for coding purposes. Especially when
using grant funds.
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10. Classified Subbing (PSE/Non-Rep) – Timecards must include the teacher’s full names
and times they subbed for each teacher - For coding purposes.

NOTE:

PSE Staff - Must be at least 2 hours to be compensated for the additional pay, per
CBA.

Non-Rep Staff - Minimum of a period of coverage.

11. All time cards must include column totals for verification purposes.

12. Teachers who sub for other teachers during their prep times must sign in on the “Prep
Sheet Coverage'' to be compensated.

NOTE: Teachers are only granted one prep period per day, therefore, ONLY one prep
period will be compensated per day.

13. Teachers who sub for other teachers all day (taking whole classes) need to complete a
“Teacher Overage Sheet” to be compensated for those classes/students.

14. Certified Extra Duty Timecards: Must include employee names, dates worked, times in,
times out, total hours worked, explanations for work, pay type, and live signatures from
employees and supervisors.

NOTE: Okay to write “Teacher 3 Day” or “Building Budget” for the coding.

15. Teacher pay rates are as follows:
“P” = Per Diem rate for instructional related times (working with kids)
“C” = Curriculum rate for non-instructional times (training, meetings, not working with
kids)
“PAT” = Pre Approved Training or activities on Non School Days & must be at least 3
hours to qualify.
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16. Teacher Overload Sheets:
Printed name at the top, School, Total # of students in period, dates, uncovered teachers
name, monthly totals and supervisor signatures.
Overload Max: Grades    K-2 = 25

Grades    3-6 = 30
Grades   7-12 = 32

Pay is for any students over the max from the total # of students

Reminders
ALL additional hours worked must have a program code. If a program code is missing or if
other information is missing then the hours will not be paid in the current pay period. The time
card will be sent back to the employee and the principal/supervisor. If a grant is paying for the
additional hours and staff don’t have the program code please contact the Program/Grants
Manager before sending the timecard to Payroll.

All timecards are due to supervisors by the 10th and due to payroll no later than the 12th for
current pay period, unless otherwise requested. No time cards will be accepted that have
signature dates that occur before hours are worked or pay period ends.

All timecards are expected to be paid in the pay period those hours occur. ALL staff have 30
days to turn in additional hours for pay. Any time cards submitted after the 30 day time frame
will require a written justification from the employee and the principal. The justification will be
sent to the Superintendent for approval. If the grant performance period has passed, if the grant
funds are expended, or if the time worked doesn’t have the approval from the Program/Grant
Manager then the hours will be charged to the building budget. If timecards are misplaced and
are not submitted in a timely manner, the hours will be charged to the building budget.

Any staff who normally do not complete a timecard (classified non-rep group) but are subject to
overtime (non-exempt) must turn in a completed timecard for payment.

The Business Office is here to serve our staff and excited to do so in whatever way we can.
Please feel free to reach out and we will do our best to assist.

PAYROLL@WAHLUKE.NET

mailto:PAYROLL@WAHLUKE.NET

