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••Time Clocks are located in 3 areas of the hospital:Time Clocks are located in 3 areas of the hospital:

-- By Conference Room 3 By Conference Room 3 
--Side employee entrance by parking lot BSide employee entrance by parking lot B

--Front entrance of Med/Front entrance of Med/ SurgSurg UnitUnit

••CoCo--workers are responsible for clocking in and out. workers are responsible for clocking in and out. 

••Timesheets are distributed to each department direc tor Timesheets are distributed to each department direc tor 
every Monday for approval. Any corrections that nee d to be every Monday for approval. Any corrections that nee d to be 
made can be done at this time. made can be done at this time. 

••CoCo--workers are also responsible for entering PTO days into the workers are also responsible for entering PTO days into the 
time clocktime clock ..

Detailed instructions are provided in your orientat ion book. 
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