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Integrated Instructor Timesheet
NAME: __________
MONTH YEAR: __________
SCHOOL: __________
Teaching Timesheet
	Day
	Date
	Time Start
	Time End
	Total Hours Teaching

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Total Month Teaching Hours: __0.00__
Includes any school meetings, inservices, or parent conferences required by the school and must be noted. 

Total Month Parent Communication Hours: __0.00__

As specified in your contract; maximum one hour per full teaching week.
Total Billable Hours: __0.00__
Teaching hours + Parent Communication hours.
Teaching Notes:

Training Timesheet
	Event & Location
	Date
	Time Start
	Time End
	Total Hours 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Total Training Hours: __0.00__
Includes (but not limited to) meetings with BAM, meetings with Principal, Futura training, Futura Integrated Workshops, online grading system training at school, Safeguarding training.
Training Notes:

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 by 5pm.
· 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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