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Procedures

Hourly Employee Time Records

1. Whenever possible hourly employees should have a set schedule. Any deviations from the schedule should be approved in advanced by the supervisor. 
2. Hourly employees should record their time on a daily basis and turn in LTR timesheets at the end of each time period for processing (regardless of how few hours are reported). Avoid trying to reconstruct days and hours worked after the fact. 

3. Students are limited to working a maximum of 19.5 hours per week during the academic year; however, they may work full time over quarter breaks and over the summer, (unless they are enrolled in 6 credits or more over summer quarter). Students are only allowed to work in a student assistant position for one quarter after graduation.

4. Regular hourly employees are limited to working 950 hours during twelve consecutive months, commencing from their date of hire. Each year the anniversary of their hire date is used to re-set the accumulated hours to zero. 

5. Overtime must be approved by your supervisor in advance. Overtime hours for salaried staff should be recorded. They are processed in the same manner as regular hourly timesheets. 

6. Recorded time should be rounded to the nearest quarter hour (i.e., 1.25=1 hour, 15 minutes; 1.5= 1 hour, 30 minutes; 1.75=1 hour, 45 minutes). 

7. Completed timesheets should be submitted to the supervisor for approval. Supervisors are to submit timesheets into the department by noon on the day after the pay period ends. 
8. All incomplete or incorrect time sheets will be returned to the employee unprocessed. It is the employee’s responsibility to ensure the timesheet is filled out completely and turned in to their supervisor on time. 

9. Any questions regarding procedures may be directed to the Department Payroll Coordinator at 543-6190. 

