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EXAMPLE Enrichment Instructor Timesheet
NAME: Amy Pohler
MONTH/YEAR: October 2017
Teaching Timesheet
	School
	Date
	Time Start
	Time End
	Total Hours Teaching

	Awesome Elementary
	10-06
	3:00
	4:00
	1

	Awesome Elementary
	10-13
	3:00
	4:00
	1

	Awesome Elementary
	10-20
	3:00
	4:00
	1

	Awesome Elementary
	10-27
	3:00
	4:00
	1

	
	
	
	
	

	
	
	
	
	

	ABC Skool
	10-07
	8:00
	9:15
	1.25

	ABC Skool
	10-14
	-
	-
	-

	ABC Skool
	10-21
	8:00
	9:15
	1.25

	ABC Skool
	10-28
	8:00
	9:15
	1.25

	
	
	
	
	

	
	
	
	
	

	La Escuela - sub
	10-15
	4:35
	5:35
	1

	
	
	
	
	

	
	
	
	
	


Total Teaching Hours: ___8.75___
(all minutes converted to hours using the chart below)
Teaching Notes:

· October 14h there was no class at ABC Skool due to an all school assembly
· October 15th I subbed for Clark Griswold at la escuela
Training, Observing, & Late Parent Timesheet ($10.50/hr)
	Event or School & Parents
	Date
	Time Start
	Time End
	Total Hours 

	Training in Pewaukee
	09-24
	5:00
	9:00
	4

	Josh Anderson’s mom at A.E.
	10-13
	4:00
	4:15
	.25

	Observing Elaina at Cottage Grove
	10-16
	3:00
	4:00
	1

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Total Late Parent & Training Hours: ___5.25____
(all minutes converted to hours using the chart below)
Training/Late Parent Notes:
· Josh’s mom was stuck in traffic and ran 15 minutes late

IMPORTANT NOTES:
Timesheets should only include hours from the 1st-31st of the month.

Timesheets need to be submitted by the 5th of the month.
 
Minute conversion chart- This is how to take the number of minutes and convert it into hours. Example: You taught 45 minutes= .75/hours

05 minutes = .08 hours

10 minutes = .17 hours
15 minutes = .25 hours
20 minutes = .33 hours
25 minutes = .42 hours
30 minutes = .50 hours
35 minutes = .58 hours
40 minutes = .67 hours
45 minutes = .75 hours
50 minutes = .83 hours
55 minutes = .92 hours
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