Employee and Retiree Service Center
Montgomery County Public Schools
Rockville, Maryland 20855

Clear Form

PACS TIMESHEET

Normal Duty Hours Sort #
From___{_ To___ i
Employee 1D Employee Name Hrs. Sched. Pay Period (AMPM)  (AM/ PV)
i Exceptions to Mon.- Fri.
Location: Work Schedule
— Starting Day Ending Day
Position:
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Wfrite the hours worked in the day columns below.
WEEK ONE WEEK TWO
SAT SUN [ MON TUE WED [ THU FRI SAT SUN [ MON TUE WED [ THU ERI
PAY BIWEEK
CODE TOTAL COMMENTS

ABSENCE HOURS -

W rite the type of absence in the pay

code column provided and hours of that absence in the day columns.

PAY
CODE

TOTAL HOURS -

W rite total

of Regular hours and

Absence hours.

TOTALS

OVERTIME HOURS -

Write the type of overtime in the p

ay code column provided and hours of that overtime in the day columns.

PAY
CODE

FRACTION OF HOUR

Report fraction of an hour of
time worked:

MINUTES REPORT
WORKED TENTHS
0-05 ....... .0
6 - 11 ....... 1
12 - 17 ... ... 2
18 - 23 . ... ... 3
24 - 29 .. ... .. 4
30 - 35 . ..., .. 5
36 - 41 .. ... .. 6
42 - 47 ... L. 7
48 - 53 . ... ... 8
54 - 59 ... .... 9

*EMR is the only
absence code allowed
for long- term subs.

MCPS Form 430-70 (AHS535), Rev. June 2003

ADL
ANN
BFI

BFO
CVL

HOL
IIF
MIL
NPR
NPS
PER
PRO
SCK
UBL
upP
ey

ABSENCE PAY CODES

*EMR ...

Administrative Leave
Annual Leave
Bereavement -
Bereavement -
Civil

Emergency
Holiday

Iliness in Family
Military
Reported Leave Without Pay
Sched. Leave Without Pay
Personal Leave

Professional Leave

Sick Leave

Union Business Leave
Unusual or Imperative w/ Pay
Worker's Compensation

Immediate
Other

OVERTIME PAY CODES

CBP
DEC

HRR
OTR
OUR
ourP
STB

. Call- Back Pay

. . . . Delayed Opening/ Early Closing
EDW - - - .

Emergency Day Worked

. Holiday at Regular Rate

. . Overtime

. . Outside Use at Regular Rate
. Outside Use at Time and 1/2

.. . . Standby Hours
WOH . - . .

Hours worked on a holiday

REGULAR HOURS PAY CODES
REG . ...

LTS

Supporting Services and
Professional Hours
Long- Term Substitute
Teacher Hours

SIGNATURES

This is to certify that | have worked the hours shown and that
payment has not been received for any of the above hours.

Employee Mo. Da. Yr.

This is to certify that | have examined the above report and
found it to be correct. It has been completed in accordance with
policies and procedures.

Supervisor Mo. Da. Yr.




INSTRUCTIONS TO EMPLOYEE FOR COMPLETING TIMESHEET

Personal, assignment, and pay period information is pre-printed from information on the HRIS system at the time that the timesheets are

Special Situations:

New Employee Using a Blank Form- Complete the top part of the form with the correct employee ID, name, location, hours scheduled, pay
period and position. Follow the instructions under absences for recording hours on days before the first duty day.

Hours Schedule Differences- Because forms are pre-printed as of the beginning of the pay period, a change to your scheduled hours ma
the printing of the timesheets will not be reflected on your form. If this is the case, post the correct daily hours worked each day for the ne

scheduled.

Position - This is a critical eleven-digit number that identifies
employeesand their position classification.If you haveany questions
about the position number, please bring it to the attention of the
timekeeper.

Normal Duty Hours - Complete the information in this box by
writing the time of day you are scheduledto report for duty and the
time of day you are released from duty.

Exception to Monday through Friday Work Schedule- Use this
box if you are not on a regular Monday to Friday schedule.

Shift - The block labeled "shift"* indicatesthe shift to which you are
assigned.If you have any questionsabout the assignedshift, please
bring it to the attentionof the timekeeperimmediately,sincefailure to
do so will result in incorrect pay. The shifts are as follows:

Shift 1 starts between 5 a.m. and 2 p.m.
Shift 2 starts between 2 p.m. and 10 p.m.
Shift 3 start between 10 p.m. and 5 a.m.

See MCPS Policies and Regulations for additional information
regarding permanent and temporary changes in shift assignment.

Reporting Your Time

There are three sectionsfor reporting hours: Regular hours worked,
Absencehours, and Overtime hours. You must report absencesand
overtime.

Within eachsection,there is a columnto designatea pay codeand
then a column for eachday of the two-week pay period where the
hours are to be reported. The pay codesare a three-charactecode
which indicatethe type of hoursbeingreported.A list of the paycodes
and their descriptions are on the front of the timesheet.

Total Areas- Theseareasare providedfor your useto checkthe hours
that you have entered. You are not required to complete these
columns.

Totals hours by day: You maytotal the hoursworked andabsence
hours for eachday and enter the hoursin the totals row at the
bottom on the absence section.

Biweek Totals: You may usethe biweek totals columnto total all
hours reported for the two weeks for each pay code.

Regular Hours Worked (LTS/REG) - Report in the box for that
day, the exact number of regularly scheduled hours worked.

Long-Term Substitute Teachers (includes Critical Subject
Teachers): Usethe paycodeLTS. Do notreportmorethan?7 hours
in one day.

Professional and Supporting Services: Use the pay code REG
when reporting regular hoursworked. Reportinghours worked is
optionalif youwork 1/10 of your schedulechoursMondaythrough
Friday. If you work a different schedule,for example, Monday,
Wednesdayand Friday or SaturdaythroughWednesdayyou must
report the hours on this timesheet.

Absence Hours - Reportthe absencePay codein the box provided

and the hours for each day of the absence.

Recording Hours for Partial Pay Periods: SupportingServicesand
Professional only - This includes Transfers, Terminated
Employees,Employeeson Extended Leave Without Pay, New
Assignments, and pay periods where the duty day starts or
ends within the pay period. Hours elapsedin the pay period
before the employee's first duty day should be recorded as NPS.

Long-Term Substitute: Emergencyleave (EMR) is the only
absence that is allowed to be reported and paid.

Overtime Hours (Supporting Services Only) - Overtime Hours
include all hoursworked that are abovescheduledhours. Reportthe
overtime pay codein the box providedand the hoursfor eachday of
that overtime. All overtime must be approvedin accordancewith
MCPS Policies and Regulations. Overtime Notes:

Delayed Opening/Early Closing (DEC): School-based and
maintenanceemployeesvho are requiredto reporton time andto
work a full shift on dayswhenthereis a delayedopeningor early
closing of schooland whose starting time is before the delayed
openingtime or endingtime is after the early closingtime, should
report 1 hour of pay in DEC.

Holiday Occurring on a Scheduled Day Off (HRR): Reporta
holiday that falls on a scheduledday off (Mondaythru Friday) as
HRR.

The remaining overtime pay codesare allowed for non-exempt
supporting services only.

Overtime (OTR): Reportall hours for normal overtime as OTR.
The system will calculate premium.

Outside Use of Building (ICB) (OUR/OUP): ReportOUR for hours
upto 8 in adayand40 in aweek;OUP for hoursover8 in the day
or 40 in a week.

Standby Hours (STB): When an employeeis directed,in writing,
by a supervisorto remainat homeand be readyto reportfor work
when called, report 3 hours as STB.

Work on a Systemwide Emergency Day (EDW): If the entire school
systemincluding central office is closed, employeesrequired to
work on an emergencybasisneedto report straighttime in REG
and then the same number of hours in EDW.

Call Back (CBP): When an employee is requested by an
appropriateofficial to reportbackto work after a normalworkday
or to reportwork on a nonscheduleavorkday,reporta minimum of
3 hours as CBP.

Overtime Work on a Holiday (WOH): Reportovertimeworked on
a holiday as WOH.

printed.

de after
w hours
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