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CYBERSHIFT TIMEKEEPING PROCEDURES – SCHOOL YEAR
RE: DOE Nurses, Occupational Therapists and Physical Therapists

Annual and Hourly Positions

Directions for Employees
Effective April 29, 2007

General Information

Effective April 29, 2007, timekeeping for all DOE nurses, occupational therapists and physical therapists will be done in the Cybershift system and school payroll secretaries will maintain the time records, in accordance with the timekeeping rules applicable to these titles.   Please refer to the rules delineated in the attached Timekeeping Guide.

Annual Employees

Your time record in Cybershift will be set up to automatically reflect your daily schedule.    Exceptions to the daily schedule, as indicated on your time sheet, will be entered by the payroll secretary on a biweekly basis.

Your time balances [for sick leave as of April 30th and remaining vested annual leave (vested as of August 31, 2005, if applicable)], taken from your current time records, will be entered into Cybershift.   Beginning May 1st, Cybershift will automatically calculate time balances.

Hourly Employees

The payroll secretary will enter your time for each day worked into Cybershift, based on the approved time sheet submitted for the pay period.

Your time balances [for sick leave as of April 30th], taken from your current time records, will be entered into Cybershift.  Beginning May 1st, Cybershift will automatically calculate time balances.
Annual and hourly employees should no longer enter their Social Security number on the timesheet.  The employee ID number (which can be found on the pay stub) should be entered instead.
Procedures

Annual Employees

1. Record your time of arrival and departure daily on a standard time sheet (to be provided by the payroll secretary).

2. If absent on a particular day, write “absent” on the line, followed by the appropriate designation:  sick leave; or sick leave – personal business.  (A maximum of three personal business days per school year may be charged to the sick leave balance.)  All time used for absences must be in one hour increments per the contract.  The minimum charge is one hour.  

3. Annual employees may apply to use vested annual leave upon a showing of hardship (e.g. serious illness and you’ve exhausted your sick leave).  A written request should be submitted to the Program Director for authorization to charge the day to vested annual leave due to hardship.  Designate the absence on the time sheet as “absent – vested annual leave due to hardship/subject to approval”.  The written approval of the Program Director, if granted, must be transmitted to the payroll secretary, who will then send an email to the CyberShift Mailbox in Outlook requesting that the correct code be put into the Bubble sheet (timesheet in CyberShift) vested annual leave (SVA).
4. While employees are required to report to work at their designated start times and can be subject to discipline for failure to do so, in accordance with administrative timekeeping policy there is a 5 minute grace period at the start of the workday, and a 3 minute grace period upon return from lunch.  If an employee arrives after the grace period has elapsed, he/she is considered late for timekeeping purposes and the lateness is determined from the scheduled recording time.  Lateness of less than 20 times during a quarter will result in a straight time payroll deduction.  Lateness of 20 or more times during a quarter (May-July; August – October; November – January; February – April) will result in a double time payroll deduction for each lateness (i.e. if a person is late by 10 minutes 21 times, the total time deducted will equal 420 minutes).
5. Complete the time sheet biweekly (every two weeks corresponding to the pay period), submit to the principal for signature and then to the payroll secretary by Monday of the week you are paid. The payroll secretary must enter the time in Cybershift by Tuesday of each pay week.

6. The secretary will identify and input any information that must be entered into Cybershift as exceptions; e.g., absences, lateness, overtime.

Hourly Employees

1. Record your time of arrival and departure daily, for each day worked, on a standard time sheet (to be provided by the payroll secretary).

2. If absent on a particular day, write “absent” on the line.  Absences will be charged to sick leave balances. All time must be charged in one hour increments.  The minimum is one hour.

3. Hourly employees are only paid for time worked. If you arrive beyond your scheduled start time, you cannot work beyond the end of your scheduled work day in order to make up for the lost time.

4. Complete the time sheet biweekly (every two weeks corresponding to the pay period), submit to the principal for signature and then to the payroll secretary. This must be done before 9:00 am on the Monday of the week you are paid.  The payroll secretary has until 10:00 am to enter the time in Cybershift  for you.
Related and Contractual Services Time Report

Nurses and Therapists

(H-BANK PAYROLL)
SERVICE PERIOD ENDING:  ___ ___ / ___ ___ / ___ ___ 

LAST NAME: __________________________
FIRST NAME:
___________________
INITIAL: _____

EMPLOYEE I.D. NO.: ___________________
TITLE: _____________________________________

WORK SCHEDULE: From ___________ to _________
LUNCH (30 MIN): From _________ to __________

LOCATION 1: ______________
PHONE #: ________________

SCHEDULE:  SU/ M/ T/ W/ TH/ F/ SA 

LOCATION 1: ______________
PHONE #: ________________

SCHEDULE:  SU/ M/ T/ W/ TH/ F/ SA 

LOCATION 1: ______________
PHONE #: ________________

SCHEDULE:  SU/ M/ T/ W/ TH/ F/ SA 

	
	
	
	
	Out of Office -  Official Business
	Out of Office –

Personal Reasons
	
	
	

	DAY
	DATE
	TIME OF ARRIVAL
	TIME OF DEPARTURE
	Indicate Hours, Location and  Purpose
	Indicate Hours and Reason
	Total Hours
	Charge to Sick Leave
	Charge to  Vested Annual Leave
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I hereby certify that the above time record is a true and accurate record of my attendance, and that I have been actually present in the performance of my official duties for the period, except as indicated above.

SIGNATURE OF EMPLOYEE: _________________________________
DATE: ___________

The signature below confirms that the timesheet has been submitted as required.

SIGNATURE OF SUPERVISOR 1: _________________________________
DATE: ____________

SIGNATURE OF SUPERVISOR 2: _________________________________
DATE: ____________

SIGNATURE OF SUPERVISOR 3: _________________________________
DATE: ____________
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