INSTRUCTIONS FOR COMPLETING MONTHLY TIMESHEET
1)
2)
3)
4)
5)
6)
7)

Accurately record your attendance on a daily basis with ink.
Sign and submit your completed timesheet by the 1st of the following month.
Timesheets not submitted by the deadline will delay compensation.
Do not use white out or correction tape to make changes to the timesheet.
If a correction is necessary, line through the mistake, add the correct information, and initial
the change.
All work time reported on the timesheet is subject to review and verification.
See examples at the bottom of the page for information on completing the timesheet.

Regular Employees of TCOE – (Not Part-time/Short-term Temporary or Substitutes)
You will typically use this form to record overtime hours worked and additional hours added to your schedule.
Overtime is time worked over 8 hours in 1 day or 40 hours in a week or any work on the 6th or 7th day. You must
record all overtime hours in the overtime column. To record additional hours added to your work day, report
only the additional hours in the first column.
Part-time/Short-term Temps and Substitutes
You will use this form to record all your work hours. Compensation will only be made based on the hours
reported on this timesheet. Complete as many columns as are appropriate to record your work. All work
performed for TCOE as a substitute shall have a corresponding SubFinder Job#. If you are requesting to use
accrued sick leave, please note this in the second column. You must have had an assignment in order to request
to use sick leave. You can check your available sick leave balance on your last paycheck stub, or on the
employee portal. Sick leave accrues at the rate of .0333 hours for every hour worked and is added to your sick
leave balance at the end of the month in which it is earned. All sick leave used is subject to verification of
availability.

For additional information, go to www.tcoe.org, Employee Benefits and click
on the link regarding AB1522 Healthy Workplace, Healthy Family Act.

