Time Sheet and General Record-Keeping Instructions for Subject Tutors

CruzPay

1. Log onto Cruzpay at http://cruzpay.ucsc.edu/, click on “Click Here to Enter CruzPay”, and log in using your user name and password. New CruzPay users will receive an email from Staff Human Resource with their user name and generic password. New users will need to change their password after the first time they log into the system.
2. Time sheets cover two calendar months and are due around the 23rd of each month. You do not need to fill out separate timesheets for each month. Time sheet will run from the 24th of one month to the 23rd of the following month. Each numbered cell corresponds to a calendar date (1 = the first day of the month). Only list hours that you have worked. Do not project hours on your time sheets.
3. All employees will now have two time sheets. 
 
Employees with individual hours will need to submit a time sheet titled “LSSTUT-IND. N/S. & Prep.” 
 
Employees with group hours will need to submit a time sheet titled “LSS Tutor-Group Session.” 
 
Employees with both individual and group hours will need to submit both time sheets.

· LSSTUT-IND. N/S. & Prep.: INDIVIDUAL rate of $13.23 per hour. 
You should record your hours on this time sheet for the following 
· Paid meetings
· Tutoring sessions with only one student attending
· Prep time (see section on prep time)
· First tutoring session in which no one shows up (see section on No-Shows)


· LSS Tutor-Group Session: GROUP rate of $17.79 per hour. 
You should only record group sessions on this time sheet

4. Record your hours in quarter decimal fractions – not in hours and minutes. Round your hours to the nearest quarter hour. For example, if you tutored a student for 50 minutes, record .75 hours. If you work a full hour, list it as 1 or 2 or 3 etc. 

5. When recording hours on your timesheet, do NOT place zeroes on days in which you did not work. Just leave them blank. 


6. All changes need to be “Saved.” Unsaved changes will be discarded by the system.


7. Submitting your time sheet and back up sheet: Before submitting your CruzPay time sheets, please print a copy of each time sheet and write at the top of the page “Individual” or “Group.” Remember to sign and date your time sheet in pen and paperclip the time sheet(s) to your back-up sheets. This packet needs to be submitted to the LSS office.

To submit your Cruzpay time sheet, your browser must enable pop-up from Cruzpay. Confirm you want to submit your time sheet by clicking the “Submit Time Sheet Button” in the pop-up window.


Back-up Sheets: Summary and Sign-in Sheets

8. SUMMARY SHEETS: Every time you engage in a work-related activity, record it in chronological order on the summary sheet.

9. SIGN IN SHEETS: You need to fill out a sign-in sheet for each session, whether you tutor in a one-on-one session or a group session. You need to record the date, time, total duration of the session, specific class, as well as what you cover in each session. The student(s) also must initial in the marked area at the end of each tutoring session. 

Additionally, you must record all no-shows; however, you may only be paid for the first absence. You must provide as much information about the student as possible (i.e., full name and/or SID).

10. NO SHOWS: Students are required to give you 24 hours notice before canceling a session. However, if the student does not notify you then you are still paid for up to one hour for the session of their first absence. You must stay for 15 minutes and then you can leave and report 1 hour for the no show. If the same student does not show up again, you will not be paid for that session. Please notify LSS if the student misses another session. This student will be dropped from your tutoring schedule. All no show hours are paid at the individual rate.

11. PREPTIME: To qualify for prep time, you must see at least three students per week. You are paid for up to 1 hour per week of preparation time if you do any of the following: Prepare by reading, doing homework problems, attending professor’s office hours, preparing a review sheet or extra problems for your students. If you support more than one class and you have three or more students for each class you can be paid for up to 1 hour of preparation time per week per each class. (Be sure to include what class you are preparing for and what you did during that time.) If you are preparing a review sheet please be sure to leave a copy at the Learning Support Services office so we can keep a file for future tutors. If you are an MSI LA and tutor for the same class you are not eligible for prep time for that class.


12. MSI Co-Leading: If you are hired as a co-leader, please include these hours into the appropriate tutor time.

13. Make sure the hours you record on your timesheet are consistent with the hours recorded on your backup sheets (summary sheets and sign-in sheets).

14. If you run out of summary sheets or sign-in sheets, please come to the Learning Support Services office and pick up more. Please do not write on the back of the page. LSS office assistants have to data-enter everything into our database, please make sure your handwriting and your student’s handwriting are legible. 
15. Trainings are paid as a stipend. Please be sure to sign-in for all trainings and have one of the staff initial your summary sheet. 

16. You must fill out separate timesheets for each pay period, i.e., if you did not turn in a timesheet for one timesheet deadline, then you would have to fill out and submit 2 timesheets the next deadline.

IMPORTANT NOTE: Rejection, Correction, and Resubmit
LSS is no long able to make small corrections to student time sheets. Time sheets submitted with errors (e.g., missing time sheets) will be rejected by LSS. Students who had their time sheet rejected will need to come to the LSS office and make the corrections with a staff before resubmitting their time sheet. Students who do not make the corrections and resubmit their time sheet will not be paid on time.
MSI Co-leader Record Keeping & Timesheets

Sign-in Sheets

It is the responsibility of the primary LA to collect the sign-in sheet and to initial the co-leader’s summary sheet by the total hours to verify that the co-leader was present (see examples A-C).

If the primary Learning Assistant is absent, the co-leader is responsible for collecting the sign-in sheet.

Tutors Acting as Co-leaders: MSI Coleading hours will be paid on the tutor time sheets.
CO-LEADER – MSI INDIVIDUAL

No-shows or if fewer than 10 students at a session

If there are less than 10 students at the session after the first 15 minutes, the co-leader should leave the session and record a half hour (0.5 hours) as a no-show. The time will be paid at the individual rate.  Have the Leader initial your summary sheet as normal. (See Example B)
Prep time for Co-leader

If you are working with a class that you do not tutor or MSI for already you maybe paid up to one hour per week of prep time.  This can be time spent reviewing problems, notes, reading books, attending professor’s office hours etc.  
CO-LEADER – MSI GROUP: Sessions with 10 more or students
A tutor can record being a co-leader on a summary sheet by either: the MSI Summary sheet of Tutor Summary Sheet.
Please either pick up a MSI summary sheet from LSS. Record the session on the standard MSI summary sheet; be sure to list the date, the name of the primary LA, the class, and the total hours. The primary LA should initial by the total hours (See Examples A).

Example A. Summary sheet for co-leader for MSI session entered on MSI Summary Sheet

MSI Summary Sheet

Learning Assistant’s Name
Jane Doe





Pay Period
Sept/Oct
2009___

	Date
	Event/Activity
	Course
	Lecture Hours
	Meeting (TA)
	No Show Hours
	MSI Ind. Hour
	MSI Group Hours

	10/4/09
	MSI Session or Study Session

Co-leader- Jane Smith
	Math 11A
	
	
	
	
	2 JS


Example B. Summary sheet for co-leader for a no-show or when fewer than 10 students attend

MSI Summary Sheet

Learning Assistant’s Name
Jane Doe





Pay Period
Sept/Oct
2009___

	Date
	Event/Activity
	Course
	Lecture Hours
	Meeting (TA)
	No Show Hours
	MSI Ind. Hour
	MSI Group Hours

	10/4/09
	MSI Session 

Co-leader- Jane Smith
	Math 11A
	
	
	0.5 JS
	
	


