Whitman College America Reads/Counts 

Spring 2009


JANUARY 20, TUESDAY: TUTORING RESUMES
February 5, Thursday

Time sheets due at noon for the pay period of 1/9-2/8
                        February 16, Monday: No Tutoring

Presidents’ Day: No classes Whitman College, WW Public and 
Catholic Schools.  America Read/Counts office closed
February 27: Friday

Early Dismissal: Walla Walla Public Schools

March 4, Thursday




Time sheets due by noon for the pay period of 2/9-3/8


March 5 & 6:  Thursday & Friday




No Classes: Walla Walla Public Schools 

March 13-29: No Tutoring Whitman College spring break

Tutoring Resumes Monday, March 30


March 30- April 3: No Tutoring




Walla Walla Public and Catholic Schools’ Spring Breaks


April 6, Monday



Time sheets due by noon for the pay period of 3/9-4/8
April 7, Tuesday:  No tutoring


No tutoring  Whitman Undergraduate Conference: No classes
April 13, Monday: No tutoring at Catholic Schools
Walla Walla Catholic Schools, Easter Monday


May 7, Tuesday



Time sheets due by noon for the pay period**** 



4/9-5/19****




Pre bill work on reading day and finals week


May 12, Tuesday: Tutoring Ends

                                   Last day of classes and tutoring, spring semester

May 13, Wednesday:  Reading Day Whitman College 

Tutoring by contract only: see Debbie



May 14-19, Thursday – Tuesday
                                   Final examination period. Tutoring by contract only: see Debbie

                     
May 19, TUESDAY: SPRING SEMESTER ENDS
TIME SHEET DUE DATES SPRING 2008:
2/5:  
Thursday
3/5:
Thursday
4/6:     Monday


5/7: 
Tuesday
All time sheets due at noon on assigned dates.  NO EXCEPTIONS PLEASE! 
Online Time Sheet Basics:

· The pay cycle runs from the 9th of the month to the 8th of the month. Time sheets are due before the 8th of the month; however, due dates are adjusted for weekends and school schedules. Pay day is on or around the 20th of the month.
· Time billed to the quarter hour:  .25 = 15 minutes, .5 = 30 min, .75 = 45 min, 1 = 60 min


· Bill for tutoring time only and do not add transportation time- Debbie will add for appropriate schools

· Electronic time sheets will be cross checked with site sign in sheets. Tutors will be paid for hours signed in and out on the site sign in sheets only.  All hours will be verified with the site coordinator.

· Hit the electronic signature box when you are ready to submit the time sheet for the entire month.

· You will receive an automatic email notice that I have approved your time sheet.
· If you receive a message that I have changed your time sheet it most likely will be to add travel time or adjust the online time sheet to match the sign in sheet.
· If you have problems with the online time sheets, notify Debbie immediately.

Accurate Online Time Sheets Include:

· Mark your time on the appropriate date (Ex.   No tutoring on Saturday and Sundays)

· Assure that your beginning and end dates are accurate.

· Only hit the electronic signature box when you are ready to submit the time sheet for the month.

· Late or inaccurate time sheets may delay or hinder the payment process.

Thanks for your attention to these details!

Have a great semester,

Debbie

