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Instructions for Conference Hourly Payroll Employees
Frequently Asked Questions
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How do [ fill in the time sheet?

Why are there multiple “Hours” columns on the time sheet?

How do I fill in the days and hours on the time sheet?

How do | calculate the hours on the time sheet?

What is the procedure for working overtime hours?

What is the procedure for paid sick leave?

When do | need to turn in my time sheet?

When do | get paid?

FOR SCHOOLS: When | work as a Sub Teacher, Sub Teacher Aide, Sub DL Supervisor, or
Replacement Teacher, can | record my time on the time sheet?
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1. How do I fill in the time sheet?
a. Fillin the time sheet completely.
“Name” — must be legal name, first and last names.
“Employee Address” — enter change of address only.
“Hourly Rate” — record current hourly rate. If the hourly rate changes, we must
receive board minutes indicating the hourly rate change.
“Supervisor’s Signature” — the time sheet MUST be signed by the supervisor.
“Position Title” — this MUST be filled in.
“Place of Employment” — this MUST be filled in.
“For Office Use Only,” “PR CODE” — for Conference Office use only.

2. Why are there multiple “Hours” columns on the time sheet?
a. One time sheet is required for employees who hold more than one position at the
“Place of Employment.”
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For example, if an employee is hired at a school with three separate positions such
as Secretary, Educational Assistant, and Janitor, then use one time sheet to enter the
number of hours worked in those positions.

3. How do I fill in the days and hours on the time sheet?

POSITION TITLE | Secretary EA Janitor
RATE/HR $ 15.00 18.50 15.00
Day of
Date Week Hours Hours Hours
Worked
1 Sunday
2 Monday 3 3 2
3 Tuesday 1.5 2.75 1
4 Wednesday 2.25 1.25 2.25
5 Thursday 4.75 1.5 1.25




4. How do | calculate the hours on the time sheet?
a. 15 minutes record as 0.25 hours.

30 minutes record as 0.50 hours.

45 minutes record as 0.75 hours.

60 minutes record as 1 hour.

DO NOT RECORD MINUTES, ONLY RECORD HOURS.
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5. What is the procedure for working overtime hours?
a. An employee must have approval for working overtime hours.

6. What is the procedure for paid sick leave?

If there is a paid sick day to be paid on a timesheet, a note must be made on the timesheet that
indicates the paid sick day(s) taken and enter in the hours that they should receive as pay for
this sick day (see following example):

POSITION TITLE| EA

DATE| DAY OF WEEK WORKED HOURS
1 | Mow Paid Sick Day 1 g
2 | Tues e
3 | wed g

The calculation to determine the number of hours owed for 1 day of sick pay is as follows:

hours worked + days worked

where
hours worked: is the total number of hours that the employee worked within
the 30 calendar day period preceding the leave, excluding
overtime hours
days worked: is the number of days that the employee worked or earned
wages within that 30 calendar day period
The number of hours to be included on the timesheet for the sick day in order for it to be paid
must be at least the amount calculated according to the above formula.

7. When do | need to turn in my time sheet?
a. “Courtesy Time Sheet 1-15” must be turned in by the 16™ (or on the next business
day if the 16 falls on a weekend) of the month.
b. “Courtesy Time Sheet 16-31” must be turned in by the 1% (or on the next business
day if the 1%t falls on a weekend) of the month.

8. When do | get paid?
Hourly employees are paid semi-monthly, by either the 15 or the last day of the month.
The time sheet forms are “Time Sheet 1-15” and “Time Sheet 16-31” for the two pay
periods. To be paid in a timely manner, time sheets must be submitted to the BC
Conference as follows:
a. “Time Sheet 1-15” — Paid by the last day of the month.
b. “Time Sheet 16-31” — Paid by the 15 of the month.

9. FOR SCHOOLS: When | work as a Sub Teacher, Sub Teacher Aide, Sub DL

Supervisor, or Replacement Teacher, can | record my time on the time sheet?
a. No, these positions require special report forms provided by the Office of Education.



|

: :é SEVENTH-DAY ADVENTIST CHURCH (BRITISH COLUMBIA CONFERENCE)
A, HELPING LOCAL CHURCHES AND SCHOOLS GROW GOD'S KINGDOM IN BRITISH COLUMBLA AND THE YUKON I REAS U RY
Box 1000, Abbotsford, BCV2S 4P5 Phone (604) 853 - 5451 Fax (604) 853 - 8681

HOURLY SEMI-MONTHLY TIME SHEET  (revised 2021.01.11)

* NEW EMPLOYEES — ALL employee documents must be completed and approved prior to enrolment on Conference payroll.

EMPLOYEE NAME PLACE OF EMPLOYMENT
*UPDATE ONLY* EMPLOYEE ADDRESS, EMAIL, PHONE # CITyY PROV. POSTAL CODE
RECORD Of EMPLOYMENT REQUEST Please select a reason for the request For Office Use Only
[ end of contract or season O iiness or injury O Maternity / parental leave
[ other
MONTH YEAR
POSITION TITLE
RATE/HR $
DATE| DAY OF WEEK WORKED HOURS HOURS HOURS
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
TOTAL
HOURS
PR CODE Employee's Signature

BC Employment Standards Act - Overtime Pay: After working eight hours in a day an employee must be paid time-and-a-half for the next four hours

a-half after 40 hours. 1 approve all hours on this timesheet (including overtime) to be paid at the corresponding rate.

worked, and double time for all hours worked in excess of 12 hours in a day. An employee who works more than 40 hours in a week must be paid time-and-

Supervisor's Name (Please print) Supervisor's Signature Phone #

For Office Use Only

DEPARTMENT # PAY PERIOD ENDING DATE PAYROLL PROCESSED END DATE
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* NEW EMPLOYEES — ALL employee documents must be completed and approved prior to enrolment on Conference payroll.
EMPLOYEE NAME PLACE OF EMPLOYMENT

*UPDATE ONLY* EMPLOYEE ADDRESS, EMAIL, PHONE # CITY PROV. POSTAL CODE

For Office Use Only RECORD Of EMPLOYMENT REQUEST Please select a reason for the request

[ end of contract or season [ tiiness or injury O Maternity / parental leave

O other
MONTH YEAR

POSITION TITLE

RATE/HR $

DATE| DAY OF WEEK WORKED HOURS HOURS HOURS

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

TOTAL
HOURS

PR CODE

Employee's Signature

BC Employment Standards Act - Overtime Pay: After working eight hours in a day an employee must be paid time-and-a-half for the next four hours

worked, and double time for all hours worked in excess of 12 hours in a day. An employee who works more than 40 hours in a week must be paid time-and-

a-half after 40 hours. 1approve all hours on this timesheet (including overtime) to be paid at the corresponding rate.

Supervisor's Name (Please print) Supervisor's Signature Phone #

For Office Use Only

DEPARTMENT # PAY PERIOD ENDING DATE PAYROLL PROCESSED END DATE




