
BRISTOL COMMUNITY COLLEGE 
COMPENSATORY TIME ACCRUAL FORM 

 
 
 
 
DEPARTMENT       WEEK-ENDING 
 
 

NAME EMPLOYEE 

NUMBER 
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SUPERVISOR’S SIGNATURE 
 

 
 
 

PLEASE RETURN TO HUMAN RESOURCES NO LATER THAN 12:00 NOON FRIDAY OF EACH WEEK  
 



INSTRUCTIONS 
 
 

• Compensatory time accrued each week must be sent to Human Resources no later than 12:00 noon 
Friday.  Any additional changes can be called in or emailed to Debbie Soares on the following Monday. 

 
• Indicate on each day of the week, on the compensatory time accrual sheet, how many compensatory 

hours were earned for that day.   
 

• Indicate on each day of the week, on the weekly attendance sheet, how many compensatory hours were 
used for that day. 


