Clark County School District

Support Professional Extra Hours
Time Entry Guide

CCSD®

CLARK COUNTY
SCHOOL DISTRICT

Please utilize the support professional time entry guide below for reporting extra hours worked during and after an employee’s assighnment, as well as
reporting extra hours worked on holidays.

Extra Hours Worked
During Begin/End of Assignment
Excludes Non-Assigned Dates

Extra Hours Worked
During Begin/End of
Assignment
Non-Assigned Dates Only

Extra Hours Worked
After End of Assignment
Up to Return Date of
Following School Year

Extra Hours Worked
on Holidays

9-Month Employees

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours
TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

10-Month Employees

TRC REG: Scheduled base hours
TRC REG or CTE: Extra hours

Do not add base hours
TRC Nasup: Extra hours

Do not add base hours
TRC REG: Extra hours

worked

worked N/A worked worked

11-Month Employees TRC REG: Scheduled base hours Do not add base hours Do not add base hours
TRC REG or CTE: Extra hours TRC NASUP: Extra hours TRC REG: Extra hours

N/A

worked worked worked

12-Month Employees TRC REG: Scheduled base hours Do not add base hours

E E:E EG: E
Do not use NASUP TRC REG or CTE: Extra hours N/A N/A TRC REG: Extra hours

worked

10-Month S1 Track
Employees

School Aides

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

10-Month S3 Track
Employees

Food Service

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked
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Extra Hours Worked
During Begin/End of Assighment
Excludes Non-Assigned Dates

Extra Hours Worked
During Begin/End of
Assignment
Non-Assigned Dates Only

Extra Hours Worked
After End of Assignment
Up to Return Date of
Following School Year

Extra Hours Worked
on Holidays

10-Month S4 Track
Employees

Food Service

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

11-Month E6 Track
Employees

Health Services

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

11-Month F1 Track
Employees

Food Service

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

11-Month F6 Track
Employees

Food Service

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

11-Month S2 Track
Employees

Transportation

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

11-Month S5 Track
Employees

Transportation (Front Line)

TRC REG: Scheduled base hours

TRC REG or CTE: Extra hours
worked

Do not add base hours

TRC REG: Extra hours worked

Do not add base hours

TRC NASUP: Extra hours
worked

Do not add base hours

TRC REG: Extra hours
worked

Contact Information

If you have questions regarding entering extra hours, please call the Payroll Department at (702) 799-5351.
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