
How to Fill out Casual Clerical Timesheet

NOTES:

* Use the current timesheets dated September 2026. *

* Timesheets must be downloaded in order for all boxes to work properly. *
 
* All areas need to be complete before submitting to payroll. The timesheet will be sent back if it is incomplete. *

* Breaks will need to be removed from the daily hours worked. *

* There is a max allotment of 7 hours for Clerical. *

* If replacing a clerical position, fill out the name of the regular employee replaced. If you are filling a vacancy, state that it is a vacancy. *

*If providing additional support, please state that in reason. Provide a GL which will be charged back to the school as extra 
support. *

* If in a Long Term position then it is expected that the employee is working those pre-determined hours. If off sick then the absence will need to 
be recorded in ATE (Apply To Education) and on the timesheet. For example: off sick, personal, late, unpaid leave, etc..* 

Revised September 2026

If employee is a certified teacher, 
they must include their OCT #

 OCT # 234567

 9/7/26 8:00am 4:00pm 7  sick Jane Doe

 9/8/26 12:00pm 3:00pm 3

10

Vacancy

   September 6, 2026    September 12, 2026

John Doe    12345

What school did you work at?

Employee 
must sign

Office Coordinator

Authorized 
school 
personnel must 
sign

Use the drop-down menu to 
select the pay week. The end 
date will autopopulate.

Use the drop-down menu to select 
the location

EXAMPLE

EXAMPLE

http://

