All timecards must be turned in to your Administrator by the last working day of the month to receive payment

SOLANO COUNTY OFFICE OF EDUCATION (SCOE) TIMECARD

on the following month’s payroll. Instructions for completing timecard are on SCOE’s website.

Name: John Smith

NOE Hours: 6

Type of Pay: (Place “X” in appropriate box — please report only one type of pay per timecard.)
Substitute D

Work Hours: Start 8:00  End 2:30 \

Position:

Paraeducator

Extra Hours/Days

For Extra Hours Choose One: Pay R

Short Term D

|Se|ect appropriate box for type of pay |

To be Completed by HR
EMP ID Initial
Range/Step Daily / Hourly
Contracted hours w/
Start and End times PayRate_  Longevity
Lift D No Teacher Sub D ESY/FLEX D Interpreter D

ested D Compensatory Time Requested D

To Be Completed by Manager/Staff

Minus | Hours or | Leave Blank S £ - £ &
Date | Time | Time | Duty- Days for Payroll Work Description & Location | & 5 E Tg s _i < g
In | Out Free Worked | Department e 2 - o E 2 = z
Lunch SIT [ O/T & = = < %
5/9/23 1 2:30 | 3:00 0.5 New Hire Orientation

A

\

\

\

Add only hours outside
of contracted time,
rounding to the nearest

\\

Provide clear description of

work being done

5 minutes
Add up all hours to be
— paid
Total Hours / Days: 0.5 < Comments/Bill back to:

I hearby certify that this is a true and accurate statement of time worked:

Employee Signature:

\ Date:

Payroll Calculations:

Manager Signature:

Date:

Sign and Date

Revised Nov 2019




Timecard Instructions

Please fill out timecards completely and accurately.
Please use the updated version of the timecard on the SCOE website.
List your name, position, NOE hours, and regular work hours.

NOE hours are “Notice of Employment” hours, which are your contracted, regular
work hours that you are paid for. For example, if a paraeducator works 6 hours a
day, you would fill in 6 for NOE hours. For work hours, please write in your regular
start and end times. This does not include the extra hours you worked.

Next, please check the appropriate box; if you have short term hours, no teacher
sub hours, interpreter, etc. Please use a separate timecard for each reason.

The timecard is to reflect the hours you are requesting to be paid for. For
example, if your regular work hours are 8:00-2:30 and you work 15 minutes
longer, you would enter 2:30 to 2:45 on the timecard, for .25 extra hours.

“No teacher sub” timecards can only be paid for regular NOE hours per CSEA
contact. For example, if there was a “no teacher sub” from 7:45-3:00 and your
regular work hours are 8:00-2:30, but you worked 8:00-3:00, you will only be paid
for 6 “no teacher sub” hours. The extra hours of 2:30-3:00 would be included on a
separate timecard as “extra hours”.

Minutes are reflected in a time conversion, from minutes to decimal hours. 15
minutes is .25 hours, not .15 hours. If you do not know the time conversion,
please leave it blank or write 15 min, etc.

Again, the timecard is to only reflect the hours you are requesting to be paid for
above your regular work hours.

Please sign and date all timecards and turn them in to your administrator for
signature by the last working day of the month. Site secretaries will forward to HR
once signed.

Thank you for your help in making the timecard process more efficient!



