How to Fill out Occasional Teacher Timesheet - Elementary
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NOTES:

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

*When calculating daily FTE, please use the School Bell Schedule. Emergency and Occasional Teachers are not paid for breaks and they will need to be
removed from the daily hours worked. Click here for schedule*

* Emergency Teachers are only paid for the time they worked and not guaranteed half the day:*

* Occasional Teachers should be entered into ATE against the absent Elementary Teacher. The Occasional Teacher timesheet should only be filled out by
Emergency Teachers. An Occasional Teacher should fill out a timesheet in certain situations such as: Vacancies, Long Term positions longer than 90 days,
missed time, and when the time cannot be entered into ATE*

*If replacing an Elementary teacher, place the first and last name of the regular employee replaced. Please do not use first initial for first name. If filling a
vacancy, state that it is a vacancy. *

*If in a Long Term position then it is expected that the employee is working those pre-determined hours. If off sick the absence will need to be recorded in
ATE (Apply To Education) and on the timesheet (if applicable) *
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