[image: ]WILLIAMSBURG COUNTY SCHOOL DISTRICT
P.O. Box 1067 – Kingstree, South Carolina 29556
Telephone (843) 355-5571

TIME SHEET

(Please check one)
	MAINTENANCE
	 
	FIELD TRIPS
	 
	CUSTODIAN
	 
	
	FOOD SERVICE
	 
	OTHER



Employee’s Name 			   		  Last 4 Digit of SSN or ID# 			
Worksite 			  Reason   			  Account# 				
	Week 1
	Month
	Day
	Year
	Total Hours Worked
	Employees Signatures

	MONDAY
	 
	 
	 
	 
	 

	TUESDAY
	 
	 
	 
	 
	 

	WEDNESDAY
	 
	 
	 
	 
	 

	THURSDAY
	 
	 
	 
	 
	 

	FRIDAY
	 
	 
	 
	 
	 

	SATURDAY
	 
	 
	 
	 
	 

	SUNDAY
	
	
	
	
	

	Regular Hours
	Overtime Hours
	Rate Per  Hour
	Total Amount

	
	
	
	

	
	
	
	



	Week 2
	Month
	Day
	Year
	Total Hours Worked
	Employees Signatures

	MONDAY
	 
	 
	 
	 
	 

	TUESDAY
	 
	 
	 
	 
	 

	WEDNESDAY
	 
	 
	 
	 
	 

	THURSDAY
	 
	 
	 
	 
	 

	FRIDAY
	 
	 
	 
	 
	 

	SATURDAY
	 
	 
	 
	 
	 

	SUNDAY
	
	
	
	
	

	Regular Hours
	Overtime Hours
	Rate Per  Hour
	Total Amount

	
	
	
	

	 
	
	
	


Note: Overtime doesn’t start until you have worked forty hours of regular time in a week.
(Please attached supporting documents when applicable)
Total Regular Payment: 	   Total Overtime Payment:	     Total Payment Overall: _______
[bookmark: _GoBack]
Coordinator’s Signature: 				______	Date:___________________
Principal’s Signature: 							Date:___________________
Director’s Signature:						         	Date:___________________
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