VCCS-44A


NON-EXEMPT CLASSIFIED EMPLOYEE

RECORD OF HOURS WORKED

	EMPLOYEE NAME
	
	
	EMPLOYEE ID
	

	
	
	
	
	

	DIVISION/SECTION
	
	
	

	
	
	
	
	

	
	
	
	
	

	INSTRUCTIONS

This is the official record of hours worked to be submitted by Friday of each week by employees who are eligible for overtime compensation as defined in the Fair Labor Standards Act.  The VCCS workweek is 12:01 a.m. Friday to 12:00 midnight of the following Thursday.  Record hours worked and any leave taken during the workweek.  Report hours worked in increments of tenths of an hour.

	
	
	
	
	

	DAY
	DATE
	IN
	OUT
	HOURS WORKED
	LEAVE 
TAKEN

	FRIDAY
	
	
	
	
	

	SATURDAY
	
	
	
	
	

	SUNDAY
	
	
	
	
	

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	      

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	CERTIFIED CORRECT
	
	TOTAL HOURS WORKED
	

	
	Employee Signature
	
	
	

	
	
	
	OVERTIME HOURS (HOURS OVER 40)
	

	CERTIFIED CORRECT
	
	
	
	

	
	Supervisor Signature
	
	
	

	
	
	
	ADDITIONAL STRAIGHT TIME HOURS
	

	
	
	
	
	

	LEAVE TYPES:

AT = ANNUAL LEAVE TAKEN

SP = SICK LEAVE TAKEN

SF = SICK TAKEN – FAMILY

SA = SCHOOL ASSISTANCE*

ET = EDUCATIONAL LEAVE TAKEN

MT = MILITARY LEAVE TAKEN*

JT = ADMINISTRATIVE LEAVE*

CS = COMMUNITY SERVICE*
	WT = WORKERS COMPENSATION

XX = LEAVE WITHOUT PAY

CE = COMPENSATORY LEAVE EARNED

CT = COMPENSATORY LEAVE TAKEN

OE = OVERTIME LEAVE EARNED

OX = OVERTIME LEAVE TAKEN

OT = OTHER LEAVE
	ADDITIONAL CODES FOR EMPLOYEES UNDER VSDP ONLY

FP = FAMILY/PERSONAL TAKEN

DC = DISABILITY CREDIT TAKEN

SD = SHORT TERM DISABILITY LEAVE

LT = LONG TERM DISABILITY LEAVE

	
	
	


*REASON AND DOCUMENTATION MUST BE PROVIDED.

