
1. Time sheets must be submitted to the Payroll box outside of Bertrand 101 by due date.

2. Next to date, list specific times in and out – i.e. in 9:00 a.m., out 12:00 p.m., in 1:00 p.m., out 5:00 p.m. Do NOT include lunch as time worked.

3. Dominican University guidelines specify that a student may NOT work more than 20 hours per week or 8 hours per day  

    while school is in session. There is no authorized overtime.

Any time sheet turned in late will be processed in the next pay period.
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By law, each non-exempt employee is allowed to take a 10-minute break for every four hours of work. 
I certify that the above reported time is correct and that I have been given the opportunity to take allowable breaks.

Employee Signature ________________________________________________________________________  Date  _________________________  

Supervisor  Supervisor
Signature ________________________________________  Print Name ____________________________  Date __________________________  
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