December 1, 2006 
Timesheets and Payroll Processing

FLSA References

Policy III. U.3. – Overtime and Compensatory Time, clearly states CGTC compliance with the federal Fair Labor Standards Act (FLSA) and DTAE policy and procedures for work hours, overtime accrual, and FLSA compensatory time.   
General Information: 

· FLSA – Fair Labor Standards Act establishes minimum wage rates, maximum work hours, overtime pay requirements, etc. for employees who are covered by its provisions.  

· Exempt Employee: - An employee who is not covered by the minimum wage and maximum hour provisions of the Fair Labor Standards Act. 

· Non-Exempt Employee – An employee who is covered by the minimum wage and maximum hour provisions of the Fair Labor Standards Act. 

· FLSA Compensatory Time – Overtime worked by FLSA non-exempt employees will normally be credited as FLSA compensatory time at a rate of one and one-half hours of compensatory time for each hour of overtime worked.  Overtime is credited only when the time the employee is actually at work exceeds forty hours in a defined work week.  A holiday which falls in a defined work week shall be considered to be time at work.  Any other type of paid leave, however, shall not count as time at work.  

· The maximum FLSA compensatory time accrual is 240 hours.  Compensatory time in excess of 240 hours must be paid in cash.   
· An employee must be granted FLSA compensatory time off within a reasonable time after making the request if the use of such time off does not unduly disrupt operations.  
Authorization to Work Overtime (Compensatory Time) 
· Any deviation in hours worked that would result in the accumulation of overtime compensation must be approved in advance by the appropriate Director and/or Vice President.

· Unscheduled and unauthorized time worked by FLSA non-exempt employees will be compensated with overtime or FLSA compensatory time.  Disciplinary action maybe taken against a non-exempt employee who works unscheduled or unauthorized hours.  

FLSA Compensatory Time: 
· Overtime worked by FLSA non-exempt employees will normally be credited as FLSA compensatory time. 
· The hourly rate for overtime payment is calculated by dividing the total annual compensation by 2080 hours.  
Employees/Supervisors Responsibilities

· Every employee is responsible for completing his/her timesheets on a weekly basis. 
· It is the Supervisors responsibility to ensure that the timesheets are correct.
· Timesheets should be turned into the Human Resources Department on Monday for the previous week.  
· Incorrect and incomplete timesheets will be returned to the supervisor. 
· DO NOT send timesheets in before the end of the weekly pay period.  
Weekly Time Sheet Guidelines
· Enter Employee Name, Employee ID Number, Employee Title, Department, Work Week Beginning Date and the Work Week Ending Date. 
· Enter Date (s) 
· Enter Start Time In, Meal time Out, Meal time In and Finish time for each work day. 

· Enter Total Hours Worked for each work day.  All time not worked should be entered in the Exception hours not worked field and coded to the appropriate absence code.  

· Total all hours in the Total Hours Worked and all hours not worked in the Exception column.   

· Subtract the standard work hours (40) from the Total Hours Worked field and write this amount in the Straight Time Worked field.  
· FLSA Comp hours are calculated by multiplying the number of hours worked over 40 hours within a work week by 1.5 by 1.5 hours.  
· Sign your weekly time report and forward it to your designated supervisor for approval.  
