What is required for Timesheets?

REQUIRED:
e Long Term Casual EA/ECE/OTs assigned to positions because of:
o Maternity leaves
o X/Y leaves
o EA/ECE/Teachers whose sick leave has expired or approved for LTD
o Longterm unpaid leave
o Unfilled vacant positions resulting from placement meetings (EA/ECE only)
e Short Term EA’s (STEA) assigned through Educational Services. (do not assign them to a
vacancy in SmartFind!)
e Safe Schools approved by Scot Gillam/Patti Gollogly (do not assign to a vacancy in
SmartFind!)
e Emergency substitutes called in for unfilled jobs. (If sub is found who is on the Casual List,
assign the sub to the job and do not submit a timesheet. Check the sub’s classification in
their profile to confirm they have the matching qualification for the job and are on the list)

NOT REQUIRED:
e Timesheets are not required for the Casual EA/ECE’s, OT’s who are attached to jobs (absent
employee or vacancy) in SmartFind as substitutes. (REMEMBER: do not send timesheets if
the substitute is attached to a job in SmartFind or there will be double payment).



