
Timecard Instructions

Step 1:
Please sign the “Supervisor Signature” upon verifying the hours the
employee has worked and print your name below the signature.

Step 2:
Ensure the “Facility Name” is filled out.

Step 3:
Employees are required to take a thirty-minute non-paid lunch break. If
patient demand prevents a lunch from being taken, the facility needs to
initial the section “no lunch permitted”.


