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STimne Clocks are located in 3 areas of the nospital:

0orn 3
ce 'r/ perking lot B

-Front entrance of Med/ Surg Unit

-Co-workers are responsiole for clocking in ancl out,

or

STimesheets are distriputed to ezch departrment direc
clawy o be

every Monday for eipprovel, Any corrections that ne
mede can be done a_t tnis tirm

qy

@®

~Co-workers are also responsiple for entering PTO days into the
tirne clock
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