Web time -sheet FAQ and Tips

X Why can't | enter hours for my full day from 8 to 4:30 pm?

0 Please make sure you use the 24 hours/military time _ format..
X How do | enter my sick hours?
0 Use the exact format of your scheduled hours that include the lunch break.
0 Use the earnings type [Temp/Student Sick Leave hrs]
X Student and temporary workers in general are entitled to 24 hours of sick leave per fiscal year andcan
accrue a maximum of 48 hours of available sick leave. Acceptable sick leave use are:
f Diagnosis, treatment, or care of an existing health condition of, or preventive care for, an employee.
f Diagnosis, treatment, or care of an existing health condition of, or preventive care for, an employee’s
immediate family member.
f Immediate family includes parent, child, spouse, domestic partner (registered or by affidavit of the
employee on file with the district), parent-in-law, sibling, grandchild, or grandparent.
f An employee who is a victim of domestic violence, sexual assault, or stalking, as described by
California Labor Code sections 230(c) and 230.1(a).
X What should | do when entering/approving hours on Fridays (summer) and weekend?
0 Enter in comments that you are submitting/approving these hours as authorized.
X When must | enter lunch/meal breaks?
0 Shifts for 6 hours or less, no meal breaks is required.
0 Shifts for more than 6 hours, you must take a minimum of 30 minutes unpaid lunch break and more than 10
hours, you are entitled to two meal breaks unless waived by mutual consent. See
http://www.5Tr8 -1.0669ent

X When should I need tot ake a 10-minute s paid rest break?
0 Every 4 hours shift. See https://www.dir.ca.gov/dise/[FAQ_RestPeriods.htm
X | am atemporary worker, which earnings type should | use to enter my time?
0 [Temp Hourly -
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