
Time Reporting for all Regular and Part-time Staff, Casual Temporary Staff, and 
Student Aides/Assistants

If you are unable to perform your duties while we are in 
remote status, enter your hours as Administrative Leave.

*Enter the number of hours per day you would have 
worked in this section

Work Hours Code on Timesheet
Unable to perform duties in a remote environment 4.00 hours ADM
Able to perform duties in a remote environment 2.00 hours REG

*Example: scheduled to work a 6 hour day, but only worked 2 hours


