
STEP1 

Please 
print your 

LAST 
name and 

FIRST 
name here. 

STEP 3 
ONLY fill out 

when 
submitting 

your 1st Time 
Sheet OR if 
your contact 
information 
changes. 

STEP 4 
Please 
choose 
either: 

Faculty of 
Arts 
OR 

Faculty of 
Science. 

TIME SHEET 
SAMPLE 

STEP 2 
Only 
check 
these 
boxes. 

STEP 5 
Please fill 
out boxes 
like this 

example. 

STEP 6 
Please 

record your 
HOURS 

WORKED 
like this 

example. 

STEP 9 
You MUST 

sign here. 
STEP 7 

Only enter 
“X” in the 

SHIFT 
column. 

STEP 8 
Enter the TOTAL 

HOURS you 
worked here. 

14.84




