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PREAMBLE: 

 

In order to ensure that employees are paid for time worked within a pay period, departments must report the 

hours worked by employees to Payroll on a timely basis. 

 

PROCEDURE: 

 

1. Timesheets are required for the following employees: 

  

Support staff - non-regular employees   

   - additional hours for regular part-time employees 

   - student employees 

 

Vocational  - on-call substitute instructors 

 

Administrative - temporary and part-time administrators not on a defined work schedule. 

 

2. Incomplete information on the timesheet could result in a delay of payment to the employee. 

 

3. Timesheets must be authorized by the supervisor and submitted to the Payroll office by 16:30 hours 

on the Thursday, one week prior to pay day.  The Payroll office will publish a list of payroll timesheet 

deadlines on an annual basis. 

 

4. Approved timesheets may be faxed to the Payroll office.  Please note that when this information is 

faxed the original document is NOT to be sent to the Payroll office. 

 

5. It is important to note that in order to process timesheets the Human Resources Division must have 

previously received and processed an appointment for the employee for the dates covered on the time 

sheet.  The absence of an approved appointment will result in the timesheet not being processed. 

 

6. Manual cheques will not be issued for late timesheet submissions, except in extenuating 

circumstances. 


