As of April 1, 2010 C&S employees have to record all hours worked as well as leave taken.  The new C&S leave and time report will need to be used for this.  Admin and faculty continue to use the old leave reports.
Explanation of time report:

Must be completed in black or blue ink or on the computer
Regular scheduled hours worked:  Report only the hours worked of your regularly scheduled day on this line.  Example:  If your regularly scheduled day is 7.5 hours and you work all those hours please put 7.5 in that box on the appropriate day.  
Annual leave:  This box is to report any annual leave taken for each day.

Sick leave:  This box is to report any sick leave taken for each day.

Other:  This box is to report other possible leave taken such as bereavement, military or jury duty.  If you use this box, please indicate which type of leave you are taking.

Overtime hours:  This box is for any overtime hours that are to be paid.  Please report only actual overtime hours worked.  DO NOT include this time in the regular scheduled hours worked box.  If overtime is to be paid from a FOAPAL other than the one normally used by the department, please indicate this on the leave sheet.
Compensatory Time:  Comp time is reported the same as always.  Only report actual hours worked.  DO NOT report earned and used comp in the same day.  Example:  If you come in an hour early and earn 1.0 hour of comp and leave thirty minutes early and use .5, then you earned .5 comp that day and that is how it should be reported.

Total Daily Hours:  Please record the total hours from each day in this box.

All time reports must have Employee ID#, Employee’s printed name, Employee signature and Supervisor signature.
Do not record anything in the area at the bottom of the sheet that says “For Payroll Department Use Only”
