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	DIVISION:  Finance and Administration
	CREATED:  January 2009

	TOPIC:  Payroll

· Time Sheets - BCGEU Staff
	REVISED:


DESCRIPTION:   All BCGEU staff employees are required to complete an Employee Timesheet bi-weekly.   Please refer to the pay period schedules regarding deadline submission dates for full and part-time regular staff, auxiliaries and students assistants on Finances webpage. 
STEPS:  A BCGEU staff employee fills out their time sheet with their name and pay period according to the BCGEU pay schedule and indicates the total hours worked and submits to their immediate Supervisor or Dean for authorization.  Please refer to the BCGEU collective agreement regarding straight hours, modified, flex or vacation time.  All overtime must be authorized by Supervisor or Dean before working.
REFERENCES:

Employee Relations:

- BCGEU Collective Agreement:
http://www.douglas.bc.ca/employees/employee-relations/collective.html
- Policies & Guidelines: 

Guidelines – Flexible Hours Schedules, Modified Work Week Schedule

http://www.douglas.bc.ca/employees/employee-relations/policies.html 
Finance:

- Biweekly Pay Period Schedule for Full & Part-time Regular Staff, Auxiliaries & Student Assistants
http://www.douglas.bc.ca/employees/finance-department.html
ATTACHMENTS:
BCGEU Time Sheet – Hard  copy available from the Print Shop (Rm: 1102 NWC).

