



Staff TimesheetINSERT SCHOOL LOGO/STAMP HERE

1. Employee Information 
Employee Name: ___________________________________________________________________
Position: ___________________________________________________________________________
Week Starting: __________________________Week Ending: _______________________________
2. Weekly Timesheet
	Date
	Day
	Time In
	Time Out
	Breaks (Duration)
	Total Hours Worked

	__________
	Monday
	__________
	__________
	__________
	__________

	__________
	Tuesday
	__________
	__________
	__________
	__________

	__________
	Wednesday
	__________
	__________
	__________
	__________

	__________
	Thursday
	__________
	__________
	__________
	__________

	__________
	Friday
	__________
	__________
	__________
	__________

	__________
	Saturday
	__________
	__________
	__________
	__________

	__________
	Sunday
	__________
	__________
	__________
	__________


3. Approval
Employee Signature: ______________________________  Date: ___________________________
Supervisor Signature: _____________________________  Date: ____________________________
Classroom/Group:___________________________________________________________________
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