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Instructions for SCA DAILY SIGNATURE LOG 

A School Construction Authority Daily Signature Log (DSL) must be completed every workday for all SCA 
construction job sites. The DSL must be visible and must be kept on-site for inspection by SCA officials. The 
updated form has some new fields to ensure that workers are accounted for and aware of the requirement that 
they must be paid the legally mandated prevailing wages and benefits. 

The SCA Daily Signature Log is available in two different formats: PDF and Excel.  

DSL-SCA PM -15 Exhibit 4a rev 4 (04-18) PDF Fillable 
DSL-SCA PM -15 Exhibit 4b rev 4 (04-18 Excel Fillable 

1. All workers must sign in at the beginning of their shift and sign out at the end of their shift, in PEN.  
At NO time should an employee sign a Daily Signature Log that is not pre-filled with job 
specifics, the employee’s name and the base wage for their trade.  

 
2. If a worker does not show up for his shift, please indicate by putting a line through the worker’s name 

on the prefilled form (Example: John Doe). Do not scribble or use white-out. 
 

To facilitate the completion of the DSL, the captions can be pre-filled prior to the start of the work shift. The 
captions below MUST be completed before the employee signs the Log.  

A. Company Name (Check either Contractor or Subcontractor) 
B. Company Address 
C. Name of Supervisor 
D. Make-Up Day & Date (If Any), & Reason for Make-up Day 
E. Day of the Week (Monday, Tuesday, etc.) 
F. Today’s Date 
G. School Project Name and Address 
H. PLA Y/N ( Y for Yes, N for No) 
I. SCA Solicitation #  
J. SCA Contract # 
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K. Print Employees Name  
L. Last 4 digits of Social Security Number 
M. Circle Classification:  Journeyperson (J) or Apprentice (A1, A2, A3, etc.) 

List Trade: (Asbestos Handler, Electrician, Painter, Steamfitter, etc.) 
N. Base Wage Rate (Not PLA Rate) 
O. Supplemental Benefit Rate 
P. Union Affiliation or “None” 

 

Union Local or Affiliation (If Any), or” None 

 

 

 

 



Page 3 of 9 

 

 

At the START of their shift, employees are required to complete the following captions:  
(do not fill in prior to start of the shift): 

Q. Starting Time 
R. Employee Sign-In (Signature)  
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At the END of their shift, employees must complete the following captions and then Sign-Out: 

S. Quitting Time 
T. Total Hours Worked this Shift (Excluding Meal Time) 
U. Employee Sign-Out (Signature) 
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Once finalized, a company officer must sign the DSL, which certifies that the information provided is 
complete and correct. Falsification is a punishable offence. The completed form must be forwarded to the 
SCA Labor Law Compliance Division.  
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SAMPLE SCA DAILY SIGNATURE LOGS 
 

Sample of Daily Signature Log and captions that must be completed before employee signs in: 
 

 
 

 
 
 
 
 
 
 
 
 
 



Page 7 of 9 

 

 

SAMPLE SCA DAILY SIGNATURE LOGS 
 
 

Sample of Prefilled Daily Signature Log Employee SIGN IN beginning of Shift 
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SAMPLE SCA DAILY SIGNATURE LOGS 
 
 

Sample of Daily Signature Log Employee SIGNS OUT End of Shift
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SAMPLE SCA DAILY SIGNATURE LOGS 
 

Sample of Daily Signature Log Employee FINALIZED by Employer 

 

 
 
 


