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1. Annual Leave Overview: All WPRB-classified, Contracted-classified (CSA) and Professional Staff earn annual leave hours for each full month of employment. WPRB and CSA staff are eligible to use accrued annual leave hours following the completion of 6 months of full-time employment. Professional Staff are eligible to use accrued annual leave hours following the completion of 1 month of full-time employment. Annual leave is accrued at the end of a month and therefore cannot be used until the following month. 
2. Sick Leave Overview: Full time employees accrue eight hours of sick leave per month. Part time employees accrue sick leave at an amount proportionate to their monthly FTE. Sick leave is accrued at the end of a month and therefore cannot be used until the following month.

3. Compensatory and Overtime Overview: Compensatory and overtime must be approved in advance by your supervisor. Please check with the Department Payroll/Leave Coordinator for details about compensatory and overtime accrual and use. 

4. LTR Timesheet

a. You will use the LTR system to record your leave, compensatory and overtime hours as per department instructions. Your time should be recorded on a daily basis to avoid having to reconstruct at a later date.
b. At the end of each pay period you should submit your LTR Timesheet and obtain your supervisor’s approval. 

c. Your time will be recorded in the LTR system and all timesheets will be stored in departmental fileservers. 

5. 
Any questions regarding the LTR system should be directed to Greg Lawrence (gsl3@u.washington.edu) in the department office, HSB C-510.

