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TA ELEVATION TIMESHEET INSTRUCTIONS 
 
 

• Please complete the timesheet for the applicable pay period in accordance with 
the hourly payroll calendar posted on the website under staff resources. 
 

• For each day elevated, please specify the date, the start time and the end time of 
each elevation. 
 

• Mark the appropriate boxes indicating the total time elevated for that day. For 
example: 

o A MMTA elevated from 8am – 9am, would place an X in the 1 HR box. 
o A TA elevated from 8am – 9am and again from 2pm – 3pm would place an 

X in the 2 HR box. 
o A TA elevated for at least three total hours, but less than six hours would 

place an X in the Half Day box.  
o A TA elevated for at least six hours would place an X in the Full Day box. 

 
• Please indicate the teacher the TA elevated for. 

 
• Please have the classroom Teacher or Questar III Administrator sign each day of 

elevation verifying the information. 
 

• Please turn in the completed timesheet for approval by your supervisor or 
Questar III Administrator. 
 

• Please do not forward your timesheet to payroll, your Administrator will route 
the form to payroll. 


