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SCHOOL DISTRICT OF WESTFIELD - PAYROLL
Time Sheet for Support Staff and Support Staff Subs
EMPLOYEE ___________________________ 

	
	DATE
	DESCRIPTION
	TIME

IN
	TIME

OUT
	TIME

IN
	TIME

OUT
	PAID TIME OFF HOURS

(N/A for Subs)
HOLIDAYS,

SICK HOURS, PERSONAL DAYS, FUNERAL DAYS,
OR 12 MONTH STAFF VACATION DAYS
	TOTAL

REGULAR
HOURS
INCLUDE PAID TIME OFF HOURS

	TOTAL

OVERTIME
HOURS

OVER 40 HOURS WORKED/WEEK

	Sunday
	
	
	
	
	
	
	
	
	

	Monday
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	

	Saturday
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	WEEKLY TOTAL FOR REGULAR HOURS AND OVERTIME HOURS
	
	

	                                                             TOTALS FOR PAYROLL
	
	


Signature of Employee ______________________________
Signature of Principal/Supervisor ______________________
February 2018 
