OOE Policy #37

Attachment 18
DEPARTMENT OF CHILDREN AND FAMILIES
OFFICE OF EDUCATION

TRANSPORTATION BI-WEEKLY TIME SHEET

EMPLOYEE NAME:____________________________

DCF REGIONAL SCHOOL:_____________________

PAY PERIOD #_____ - From:_____________ TO:_____________
This report should reflect your hours on the job (Arrival and Departure Time).  Any exceptions to the regular workday should be coded under the NOTES section when the employee is not on duty.  All employees are required to sign in and out.  No employee is to sign in or out for another employee.  All time must be recorded accurately.  Times beyond maximum must be identified in the “EXTRA TIME” section and use the following key in the “NOTES” section (e.g. 2 hr-T).
(W) Wash Bus
(P) Paper Work
(T) Student Trip
(F) Ferry Bus
(M) Meetings/Trainings
(S) Sub for H.D.
(R) New Route
(G) Gas Up
(C) Courier
(D) Delay on Run
                                       A.M.               EXTRA TIME           P.M.
FIRST WEEK
       IN          OUT        IN         OUT       IN          OUT              SIGNATURE                       NOTES
	Monday   


	
	
	
	
	
	
	
	

	Tuesday


	
	
	
	
	
	
	
	

	Wednesday


	
	
	
	
	
	
	
	

	Thursday


	
	
	
	
	
	
	
	

	Friday


	
	
	
	
	
	
	
	


Sub Total/Reg. Time:________________
Sub Total/Extra Time:_______________
Weekly Total:_______________
                                       A.M.               EXTRA TIME           P.M.
SECOND WEEK       IN        OUT        IN          OUT      IN           OUT                SIGNATURE                       NOTES
	Monday   


	
	
	
	
	
	
	
	

	Tuesday


	
	
	
	
	
	
	
	

	Wednesday


	
	
	
	
	
	
	
	

	Thursday


	
	
	
	
	
	
	
	

	Friday


	
	
	
	
	
	
	
	


Sub Total/Reg. Time:________________
Sub Total/Extra Time:_______________
Weekly Total:_______________
TOTAL HOURS ACTUALLY WORKED:___________________

HOURS CALLED IN:_____________________
HOURS TO BE ADDED:___________________
HOURS TO BE SUBTRACTED:_________________________

_____________________________
_____________________________
________________________________
              Payroll Clerk


         Head Bus Driver Approval
    Education Supervisor Approval
