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Today’s Objectives

» Department Responsibility in Time/Leave
Reporting

» Review Time/Leave Reporting Processes

HRS will increase communication with areas
that have repeated errors processing
time/leave reporting including ensuring
Appointing Authorities, Deans and Vice
Presidents are notified of concerns.

HRS will notify WSU Internal Audit of serious
and/or repeated concerns.
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Policies and Regulations

« Fair Labor Standards Act (FLSA) sets and
regulates minimum wage, hours worked,
overtime and record keeping

* Washington Administrative Codes (WAC)

» Business Policies and Procedures Manual (BPPM)

Department Responsibility
« Establish administrative review process for
monthly time/leave reports.
* Conduct periodic departmental audits.
* Audit reports prior to submitting to HRS.

* Require training for staff assigned the duty of
time/leave administration.

* Review BPPM 60.56, 60.57, 60.60, 60.62 and
60.63.

Department Responsibility

*Employees are required to complete a
monthly time or leave report.
« Time Report - records attendance, leave and overtime
for overtime-eligible civil service, bargaining unit and
AP employees

* Leave Report — records leave activity for Faculty and AP
employees who are ineligible to earn overtime. Faculty
on annual appointments earn AL and SL; Faculty on
academic appointment (at least a semester) earn SL
only
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Department Responsibility

* Department maintains original leave/time
report for each employee.

« If employee transfers to another department, the leave
file is transferred to the new department

» Department must provide employee with a
copy of the completed time/leave report each
month

Annual Leave and Sick Leave Accruals
Civil Service Employees

» New employees hired 1-15t of month earn full accruals at
FTE rate. If hired 16t to end of month, do NOT earn
accruals

« Employee separating 1-15t%, do NOT earn accruals;
employee separating 16t"-end of month, earn full accruals.

« If FTE changes during a single month, accruals are figured
on the FTE on the last working day of the month.

Leave Accruals
Civil Service Employees

« Employees cannot use AL or SL until the first
day of the month AFTER it is accrued.

* Employees may NOT use AL until they have
been employed for 6 months

*Employees may use SL during probationary
period

* Employees may use Personal Holiday during
probationary period
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Civil Service Annual Leave Accrual Rates
for Full-Time Employees (BPPM 60.57)

- Accrual Per Year | Accrual Per Month
IL (of continuous state employment) 12 days 800 hrs.
2 (of continuous state employment) 13days 867 hrs.
-4 (of continuous state employment) 14 days 933 hrs.
5-7 (of total state employment) 15 days 10.00 hrs.

-10 (of total state employment) 16 days 10,67 hrs.
11 (of total state employment) 17 days 11.33 hrs.
{12 (of total state employment) 18 days 12.00 hrs.
113 (of total state employment) 19 days 12.67 hrs.
f14 (of total state employment) 20 days 13.33 hrs.
115 (of total state employment) 21 days 14.00 hrs.
{16 and longer (of total state employment) 22days 14.67 hrs.

Accrual Chart

Continuous Employment Date: 10/14106
Initial Hire Date: 10/14/06

DATE RATE: MONTHS COMPLETED
SERVICE
10106 800
10007 867 12
10008 933 24
10009 933 36
1010 1000 a8
10711 1000 60
10/12 1000 72
10733 1067 84
10/12 1067 %
10/15 1067 108
10/16 1133 120
17 12.00 132
10/18 1267 144
10719 1333 156
10/20 1400 168
10721 1467 180

Leave Accruals
Civil Service Employees - LWOP

«If an employee has 11 or more FULL days of
LWOP in a month:
« they do not earn AL or SL for that month, and

« their AL accrual rate increase will be deferred by one
month.




WASHINGTON STATE
[UNIVERSITY

Accrual Chart with LWOP

Continuous Employment Date: 10/14106
Initial Hire Date: 10/14106
Employee had LWOP 1/5/08-3/7/08 and 10/2/09-11/7/09

DATE RATE MONTHS COMPLETED
SERVICE

10006 800 o

10007 867 2

*LWOP 1/5/08-3/7/08 — defer 2 months,

12008 933 24

“LWOP 10/2/09-11/7/09  defer 1 month

710 933 36
Ti1 1000 8
iz 1000 60
13 1000 72
11a 1067 8
15 1067 %
116 1067 108
117 1133 120
718 1200 132
715 1267 )
120 1333 156
121 14.00 168
122 1467 180







TIME REPORT

OVERTIME-ELIGIBLE EMPLOYEES
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* Barguising il &

WAC 357.31-215 foe

matmun el leave bulance in 240 hours for civil servioe snd 352 hours for AP
1o sppeopeisle comtrcts for compensaiery time and leave sy limis.

WSU ID NO. [NAME

YEAR

March 2010

TITLE

LAST, FIRST, AND MIDOLE
123456789 White, Susan

Office Assistant 2

" B s o ey Vool Toawe  Commert, s back o sk

CoiSenics  Cobective Bargabing:

EMPLOYEE
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LEAVE HOURS TAKEN (Enier other leave

Annual Leave

Sick Leave

Comp Time Off

Leave Without Pay

Personal Hollday

Holday

R R i e o™

Note fardly “%

Shared Leave

TOTAL HOURS

184 g8(8|)8 (8
2 3 4

11 12 13 14 15

1517181920212223

(]
P

_Ls-

Subtract Hours Used

0.00

Comments

11 or more FULL days of leave without pay - no accruals eamed

0.00 0.00

I cerney Mt ' 5 an accurafe report of my work Employee’s Signature

Supervisors Signature
X

Administrative Approval
X

g







~ The i anmual beave balance is 240 hours for civil ice and 352 hours for AP, - - " i ice i
TIME REPORT B e T p s e atance s 40 service _ 5 e e i Trve 1 Commama,Sos back o rowmg.
OVERTIME-ELIGIBLE EMPLOYEES = Bargaining unit employees refef to appropriate contracts for compensatory time and leave scomsl limdts.
WESLU D NO. MAME LAST, FIRST, AND MIDDLE MAIL CODE EMPLOYING DEPARTMENT EMPLOYEE TYPE
. . . AP ChilServices  Colieciive Bargaining:
123456789 White, Susan 1410 |Vet Clinical Sciences Annusl Atermate
ONTH YEAR TITLE TITLE CODE  |% FIE TERM (Basis of Service) Academic e
April 2010 | Office Assistant 2 1007 100 12 Months Summer Nonscheduled
HOURS WORKED FMP DE-25-10 WELIMO-GENEXD0H-0808
Account
Pmsmﬂlﬂ-m HouE 1 (2 [3 |4 |5 |6 |7 (8 |9 (1011|1213 |14 |15 |16 |17 |18 [19 |20 |21 [22 |23 |24 |25 |26 (27 |28 |29 |30 |
RP 83 §| 8 86|88 |4 (8|8 | 8|8
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave
Sick Leave
Comp Time Off
Leave Without Pay 21 8|8 8| 8|8|8 1|8 §18|8 2 4 5
Personal Holiday
Holiday
Hﬂfmmuy mémgm ::mu;'-zéuchr'i"m
Euwmﬁﬁmmﬁzjmm
Shared Leave
TOTAL HOURS 176 8|8 |8 E|&8|8 |8 |8 8|8 8|88 8| 8|8 |8 |8
1 2 3 4 5 6 7 &8 9 10 11 12 13 14 15 16 117 18 19 20 21 22 23 24 25 26 27 28 29 30 M
comp TME EARNED | T T T T T T T T ]
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 0.00 0.00
Subtract Hours Used Less than 11 FULL days of leave without pay for April - accruals eamed
Subtract Donated Hours
Add Hours Eamed -
or Received 8.00 800 Lﬂgﬁrﬂﬁd‘ﬁakaﬂm@ﬁﬂfwm Employee’s Signature Date
Current Balance 8.00 800 . _ . X _— y
- - Supervisor's Signature Date | Administrative Approval Date
Administrative Correction X X
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Leave Accruals
AP and Faculty Employees

» Employees cannot use AL or SL until the first day
of the month AFTER it is accrued.

* Faculty on annual 12 month appointments earn
AL & SL; Faculty on academic appointments (at
least a semester) earn SL only.

* Faculty & AP on full-time appointments earn 8
hours SL and 14.67 AL per month

* Faculty & AP less than full-time accrue leave at
their FTE rate (50% FTE = 4 hrs SL, 7.34 AL)

Leave Accruals
AP and Faculty Employees

*Faculty & AP hired or separated within the
month receive leave on a prorated basis;
based on number of days in paid status

*Faculty & AP on LWOP receive leave on a
prorated basis; based on number of days in
paid status

Prorating Leave Accruals
AP and Faculty Employees

*Number of days in paid status + number of
paid working days in the month = Fraction;
Fraction x 14.67 x FTE = AL accrual

Example: 100% FTE employee works 10 days out of 22
possible in the month 10/22=.454x14.67x100%=6.67 AL

* Number of days in paid status <+ number of
paid working days in the month = Fraction;
Fraction x 8.00 x FTE = SL accrual
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Leave Policies

* AP & Faculty - Maximum AL balance is 352
hours; leave earned in excess of 352 is lost

« Civil Service — Maximum AL balance is 240
hours on anniversary date

* AP & Faculty - Emergency Leave is granted up
to 5 days for qualifying event

« Civil Service — Bereavement Leave is granted
up to 3 days for qualifying event

Personal Holiday

« Civil Service - Earn a Personal Holiday each
calendar year (Jan 1 - Dec 30) based on FTE
rate

* AP & Faculty - Earn a Personal Holiday each
fiscal year (July 1-June 30) based on FTE rate

« Faculty on appointment less than 12 months do not earn
a personal holiday

* Personal Holiday does not carry forward to the
next year.

What Constitutes Overtime for
Overtime Eligible Employees?

Civil Service Employees (WAC 357-28-255)
=Work in excess of forty hours in one work week
= Work on a holiday
= For full-time employees, work on a scheduled day
off when assigned by the employer
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Recording Hours Worked
* The official WSU work week is from Sunday,

12:01 a.m. to Saturday, 11:59 p.m.

* Overtime eligible employees must account for
hours worked each day

 Overtime is calculated at hours worked in
excess of 40 hours in the work week, not
hours worked each workday

Overtime Compensation

Hours worked over 40 must be compensated at
one and one-half times the employee’s regular
rate of pay. WAC 357-28-260

Part-time employees do not earn overtime at time
and one-half until they have worked more than
40 hours in the work week. Hours worked
between their required hours and 40 hours must
be PAID at straight time. No Straight Time
Comp Time

Overtime Compensation

* Premium Pay (PP): employee receives payment at
time and one-half.

» Compensatory time (PC): employee receives time
off with pay at time and one-half.
» Comp time may substitute for paid overtime if employee
and employer agree. WAC 357-28-275
* The accumulation of unused comp time may not exceed

240 hours. Departments may establish maximums of less
than 240 hours.

* Unused compensatory time must be paid in cash at the
end of each biennium

« Straight Time (OP): employee receives payment at
regular rate of pay.
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Calculating Overtime

= Paid Holidays: considered hours worked for
calculating overtime.

= Personal Holiday: considered hours worked for
calculating overtime.
= CS employees earn 1 personal holiday per calendar year

= Work on Scheduled Day Off: full-time employees
assigned to work on a scheduled day off earn
overtime (PP or PC);

=Work on a Holiday: earn overtime (PP or PC)

= If holiday falls on Friday and there is overtime for the
week, OT hours should be reflected on Thursday

Calculating Overtime

= Sick Leave
=is NOT considered hours worked for calculating overtime

»Annual Leave
=is NOT considered hours worked for calculating overtime

- Compensatory time off
=is NOT considered hours worked for calculating overtime

= Leave without Pay
=is NOT considered hours worked for calculating overtime

Temporary Hourly Appointments

*WSU employees who hold a temp/hourly position
in addition to their primary appointment must be
compensated accordingly.

= OT-eligible employees must receive OT payment for all
hours worked in temp/hourly position. The secondary
department is required to ensure they receive appropriate
rate of pay.

= OT-ineligible employees must coordinate with their
primary department to account for hours worked in
temp/hourly secondary position.
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Temporary Schedule Changes

= By mutual agreement, employee and supervisor may
agree to a temporarily modified schedule during the
work week. Such scheduling does not require
advance notice. WAC 357-28-252(3)

=To request a temporary schedule change, employee
submits the request to the department for approval
(BPPM 60.33).

= The employing official may approve the request but
is not required to do so.

Temporary Schedule Changes

« Employer must provide two calendar days notice for
temporary changes lasting 30 calendar days or less.
Employer may provide less than two calendar days
notice in some circumstances.

= Permanent changes in schedule that exceed thirty
calendar days, employer must provide seven
calendar days notice. WAC 357-28-252(2)

10






TIME REPORT
OVERTIME-ELIGIBLE EMPLOYEES

= Ths mexiomm sl keavs
Seo WAC 357-31-215 for

balamce is 240 hours for cividl sendocs and 352 hours for AP,
» Bargaimimg w=it eoployess mfir to mmmhmmnﬂhawam‘nllmh

tima balance for civil servics is 240 hours.
Copmmanty;

Emu.'rllm-:\ff Mnllm wes back for routimg.

WS ID NO. MAME LAST, FIRST, AND MIDDLE MAIL CODE EMPLOYING DEPARTMENT [EMELCYEE TYPE
? . . A Civi Bervice:  Colectve Eargahing
123456788 Black. Jane 1410 Vet Climcal Sciences P a s mermate
MONTH YEAR ITITLE [TITLE CODE = FTE TERM [Sasie of Servicz) %.ﬁmn: Esm:mi:ﬂ
Febmary 2010 Armimal Tech 2 525F 100 12 Months Summer Bonscheduied
HOURS WORKED FMF 06-25-10 WL D E NI R0 S8
hr'i Acoount Cods -
ke o T |2 |3 |4 |5 |6 |7 |8 |2 |10 |91 |12 |13 |14 [15 [16 (17 |13 |10 |20 |21 |22 |23 |24 |25 |28 |27 |28 |28 [3D M
RP 40 9lolsg|o|s 8 9/9 |9
LEAVE HOURS TAKEN {Enter other leave types in blank lines as necessary. See BPFPM Chapter 60.)
Annual Leave
Sick Leave 5 5
Comg Time OFF
Leave Without Pay
Perscnal Holiday
Holiday
Bersavement (Civil Svc ACol. Bar. Lng
Miote Taify = hip In Commenits.
%ﬂnﬁﬂlﬁhm
Shared Leave
TOTAL HOURS 40 3 |a g |9 5
i 2 3 4 5 &6 T 8 @ 10 11 12 13 14 15 16 17 18 18 20 29 X 233 24 235 23 27 23 28 30 H
coup e EARNED | HEEEEEEER
BALAMCES Annual Leave |Sick Leave Shared Leave |Comg Time  [Comments
Previous Bal 15.00 32 00 Work Schedule - Mon-Fri, 8 hrs/day
Subtract Hours Used 2,00 Temporary schedule change week of 2/14-2/20 & 2/22-2/26
Subtract Donated Houwrs
A0 Hours Eamed —
of Reczived 8.67 §.00 I cermy that tis s an accurate report of my work Emgployes's Signature Date
) X
Current Balance 53.67 35.00 Sipervsors Spnatie Tate [Ramnistratve Approval Tae
Administrative Comection x x
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Alternate Work Schedules

*When a holiday falls on an employee's scheduled
work day, record holiday hours and necessary
amount of AL, CT or LWOP to account for work
day schedule. BPPM 60.60

= When a holiday falls on an employee’s scheduled
day off, the department may:
= Designate the prior or following work day as the holiday
= Provide the employee with equivalent paid time off (OP)

= Allow the employee to observe an in lieu of holiday at a
later date.







John Black

Program Assistant — 107M
College of Education, Zip 2114

100%FTE, 12 month
Working 5 — 8 hour days

Meonday — Friday

Annual leave balance — 156 hrs — earning 10

Sick leave balance — 200 hrs

December 2009

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
30 1 2 3 4 5
9 Hours worked 8 Hours worked 10 Hours worked 8 Hours worked 8 Hours worked
6 7 g 9 10 11 12
5 Hours worked 8 Hours worked 6 Hours worked 8 Hours worked 9 Hours worked 8 Hours worked
2 Hours Sick Leave
13 14 15 16 17 18 19
10 Hours worked 8 Hours worked 8 Hours worked 8 Hours worked 8 Hours Annual
Leave
10 1 22 23 24 25 26
10 Hours worked 7 Hours worked 8 Hours worked Holiday Holiday
1 Hour Annual 6 Hours worked
Leave
27 18 29 30 31

8 Hours worked

8 Hours worked

8 Hours worked

3 Hours worked

Overtime at time and one-half to be earned as comp time







TlME REPORT = The marimmm anmisl eave balance is 240 hours for cnal service and 352 hoors for AP = The maximom v time balance for civil service is 240 hours.
SaeWACBSTilZlShm = Enter dates of Medical Leave in Conuments; see back for routing.
OVERTIME-ELIGIBLE EMPLOYEES * Bargammng nnit employess refer to appropriste comtracts for compensatory time snd leave sccral limits. o e
WSLU ID NO. MAME LAST, FIRST, AND MIDDLE [MAIL CODE EMPLOYING DEPARTMENT EMPLOYEE TYPE
. AP Chll Service:  Colleciive Bargaining:
1122445 Black, John 2114 |College of Education - Atemate
fMONTH YEAR TITLE TMLECODE % FIE TERM (Basis of Service) Academic s
December 2000 |Propram Assistant 107M 100 12 Months Summes Nonscheduled
HOURS WORKED FMP D6-25-10 WSO -HGENEXIDT-0808
Mﬁﬁt-m Hours 112 |13 |4 |5 (6 (|7 18[9 (100111213 |14 [15 |16 |17 (18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |3
RP 31 8|10 8|5
PC 3 3
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave
Sick Leave
Comp Time Off
Leave Without Pay
Perzonal Holiday
Holiday
Egg;ﬂamlly mﬁﬂmmpm c::rrﬂnzé;ﬂr'i"m
Egnﬁ‘agﬁﬁmmmpm Emnﬁa
Shared Leave
TOTAL HOURS 34 g(10(8 |8
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 268 27 28 29 30
comwrmeeamnen | 45 | | | Jasl | | | | | |
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 156.00 200,00 WEEK 1 - November 29-December 5 total hours for the week =43
: : *employee worked 9 hrs. on 11/30
Subtract Hours Used
Subract Donated Hours 3tu?qtseamedattimeanﬂou—half—oomp.ﬂme{PC) ) )
Add Fows Eamed add.munalihm.recordadouPChne,Bx1.5=4;5hm.recordedonmmpumx:eamﬂdhne
or Received 10.00 8.00 450 1 certfy that this i an acourste report of my work Employee’s Signature Date
[EEve- X
C t Bal
arren ance 166.00 208.00 4.50 Supervisor's Signature Date | Administrative Approval Date
Administrative Correction X X







TIME REPORT . mm_wmmmmmmmummmmwﬂ - The maximmm ry fime balance for civil service is 240 hours.
OVERTIME-ELIGIBLE EMPLOYEES - Bireaining tnft eviployess T4 1 SPprOprate contacts for Compensaory fe sud leave accrusl s, dates of Family Medical [ eave in Comments; see back for routing.
WET OO NAME LAST, FIRST, AND MIDDLE [MAIL CODE EMPLOYING DEPARTMENT ETPF'LO‘-' EE TYPE ol Serice Collecive Baramning
11122445 Black John 2114 |College of Education i —
DONTH YEAR TITLE TITLE CODE % FTE TERM (Basis of Sarvice) Academic =eheduled
December 2009 |Program Assistant 107M 100 12 Months Summer Nanscheduled
HOURS WORKED FMP D6-25-10 WELHHD-GENE XD -0808
mmlﬂﬁgﬁﬁm JE?'.-, 1 (23 |4 |5 |6 |7 |8 |9 |10 |11 |12 |13 |14 [15 |16 |17 (18 [19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 (31
RP 38 8l6|8|9 |7
PC 3 5
Op 1 1
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave
Sick Leave 2 2
Comp Time Off
Leave Without Pay
Perzonal Holiday
Holiday
Mo By ey i Camarta
Em;ﬁmmﬁ!:mm
Shared Leave
TOTAL HOURS 46 5| 8| 8|8 (9|8
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 117 18 19 20 29 22 23 24 25 26 27 28 29 30 3
cowermeeamweo [ 75 [ [ [ [ [ [as [ [ [ ]
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 156.00 200.00 WEEK 2 - December 6-12 t_ﬂtalhmm-:forthcweek=46
: - 5 hrs. worked on Sunday 12/6 - earned at time and one-half - reg. scheduled day off (PC)
Subtract Hours Used 2.00 record 5 hrs. on PC line and 7.5 on comp. time earned line
Sublract Donated Hours 1 hr._uvenim: at straight fime eamed 12/11 due to sick leave usage - record 1 hr. as OP -
Add Fows Eamed furn in to payroll for payment :
or 10.00 8.00 7.50 I cerit fhat thia i an courste report of my work Employee’s Signature Date
i X
Current Balance 166.00 206.00 750 Supervigor's Signature Date | Administrative Approval Date
Administrative Correction X X







TIME REFORT

» The paximem
Ses WAC 357-31-

annml leeve balanos i 240 hours for civil servics and 352 howrs for AP
-217 for axceptons.

L e S VAL s o ot wan back for roSEng:
. L= e 1o a6 Da or
OVERTIME-ELIGIELE EMPLOYEES wmit amxployess mifer io approprabe contracts for compenaiory tme and leave accrual e
WS D NO. MAME LAST. FIRST. AND MIDDLE MAIL CODE EMFLOYING DEFARTMENT EMPLOYEE TvPE
. 1o Chvll 3ervdoe Collective Bargaining:
1122445 Black, John 2114 College of Edufﬂﬂf‘ﬂ nusi O ate
ROMNTH YEAR TITLE TITLE CODE  P&FTE [FERM [Dasls of Service) %:mm,m,: I
December 2009 [Program Assistant 107M 100 12 Months ummer Hm:mn
HOURS WORKED FMF DE-25-10 WL 0 -G ENEXDE 0503
Account Code Total
Program-Budget-Project Hours i 2 3 |4 |5 |8 |7 g |10 |11 |12 |13 [14 |15 |16 1T |18 |18 |20 |21 (22 |23 |24 (25 |26 |27 |28 (28 |30 |3
RP 32 i [B |6 0|8 |8 [8
0P 2
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. BPFM Chapter &0.)
lannual Leave 2 6
Sick Leave
Comp Time Off
Leave Without Pay
Personal Holiday
Haliday
Bareawament (Civl Svc Col. Bar. Unit)
Hobe family refationship in Commenis.
E L=ave [AP)
r«lrunlzE Lsﬁﬂ,m%[ hlt,om-wems
Shared Leave
TOTAL HOURS 0|8 |88 B 10 |8 |8 81a
i 2 3 4 5 6 F 8B 9 10 11 12 13 14 15 168 17 18 18 20 21 22 23 24 25 28 27 28 28 30 3
fome TmEEARNED | HEEEEEEEEN |
BALANCES Annual ieave |pick ieave Shared Leave |Comp Time Comments
i i WEEK 3 - Decemberl3-19
Previous Balances 136.00 200.00 T
2 extra hours eamed at straight time due to leave usage.
Subtract Hours Uised . - - . .
Show 2 hours of OP on Thurs since leave was used on Fri- tum info payrell for payment.
Subtract Donated Hours OF. Temp Schedule change and adjust AL usage.
Add Hours Eamed —
or Recelved 10.00 2.00 | certy that this 15 an accurate report of my work Employes's Signaturs Date
leave. X
C nt Bal
ure ance Supervisor's Signature Date [Administrative Approwval Duate
Administrative Corection X X







* The maximum anma] Jeave balance is 240 hours for civil service and 352 hours for AP, - i i i ice i
M RPN s EEEETER T T e, OSSR RS e
WSU ID NO. MAME LAST, FIRST, AND MIDDLE [MAILCODE EMPLOYING DEPARTMENT EMPLOYEE 1YPE
11122445 Black, John 2114 |College of Education _ "o CEEM mT@:rm
fMONTH YEAR TITLE TIMLECODE % FIE TEFM (Basis of Service) Academie scnecues
December 2009 Program Assistant 107M 100 12 Months Summer Manscheduled
HOURS WORKED FMP D6-25-10 WELNIDHEENE D0 HI808
mm%n Houe 213 4|5 |6 |7 |89 |10 11 |12 |13 (14 |15 |16 |17 |18 |19 |20 |21 (22 |23 |24 |25 |26 (27 |28 |29 |30 |31
RP 23 101 716
PC 7 1|6
oP 1 1
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave 1 1
Sick Leave
Comp Time Off
Leave Without Pay
Perzonal Holiday
Holiday 16 818
Noi Ty remtonnip i Cammare
Hioks Ty Teatonp n Eomments.
Shared Leave
TOTAL HOURS 48 10{ 8) 8|14 8
1 2 3 4 5 & 7 8 9 10 11 12 13 14 15 16 17 18 19 20 29 22 23 24 25 26 27 28 29 30
cowermeessnes | 105 | | [ [ [ [ [ ][ ]] 15 o]
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 156.00 200,00 WEEK 4 - December 20-26 total hours for the week =48
Subtract Hours Used 1.00 1 hour of overtime on 12/23 earned at straight time (OP) due to 1 hr. of annual leave usage
Subiract Donated Hours other 1 hour 12/23 ean_:edattime anﬂ_me—ha]f{PC}
Current Balance 165.00 208.00 1050 Supervisor's Signature X Date | Administrative Approval Date
Administrative Correction X X







TIME REPORT

leave balsmce is 240 hours for civil senvice and 352 hoors for AP,

= The maxinmmm fime balance for civil service is 240 hours.

= The maximmm anmal
SEWACBS?BIZISMM = Enter dates of Medical Leave in Conuments; see back for routing.
OVERTIME-ELIGIBLE EMPLOYEES  Bargammng nnit employess refer to appropriste comtracts for compensatory time snd leave sccral lmits. o e
W50 1D NO. MAME LAST, FIRST, AND MIDOLE [MAILCODE  [EMPLOYING DEFARTMENT O B TV P i senie:  Collectve Sargaming:
11122445 Black, John 2114 |College of Education - Anmui o
fMONTH YEAR TITLE TMLECODE % FIE TERM (Basis of Senvice) Academic cohedued
December 2000 |Propram Assistant 107M 100 12 Months Summes Nonscheduled
HOURS WORKED FMP D6-25-10 WSO -GENEXDDT-0808
MWH% Hours 1 (2 |3 |4 |5 |6 |7 |8 |9 |10 |11 |12 |13 |14 [15 |16 |17 (18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 (31
RP 156 3|10 8|5 8|6|8 |90 |7 0|8 |8 |6 10 7] 6 8|8 |8 |8
PC 15 3 5 1] 6
op 4 1 2 1
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave [v] g 1
Sick Leave 2 2
Comp Time Off
Leave Without Pay
Perzonal Holiday
Holiday 16 8] 8
R e S mar et
Egnﬁ‘agﬁﬁmmmpm Emnﬁa
Shared Leave
TOTAL HOURS 202 8|10) 8|8 5/8|8|8|9 |8 0] 8/ 8| 8|8 10 8| 8 |14 | 8 8|8 |8 |8
1 2 3 4 5 6 7 8B 9 10 11 12 13 14 15 168 117 18 19 20 21 22 23 24 25 26 27 28 29 30 M
cowrmeenmneo | s | | [ Jas| [zs| [ [ [ | lus|o |
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previ Bala week of 12/]1 - overtime at trme and one-half - worked over 40 hours
vious Balances 156.00 200.00 week of 12/6 - overtime on 12/6 at time and one-half, reg. scheduled day off, 12/11 at straight time due to leave
usage
Subtract Hours Used 9.00 2.00 week of 12/14 - overtime at straight time due to leave usage
Subtract Donated Hours wesek of 12/2] - overtime on 12/23, 1 br. straight time and 1 br. time and one-half, 12/24 overtime at ime and one
Add Hours Eamed half - working on hohday i
or Received 10.00 8.00 22.50 1 certfy that thia i an acourste report of my work Employee’s Signature Date
- X
C t Bal
arren ance 157.00 206.00 22.50 Supervisor's Signature Date | Administrative Approval Date
Administrative Correction X X







Betty Jones
Office Assistant 2 — 1001
Registrar Office, Zip 1035

100%FTE, 12 month
Working 4-10 hour days
Monday — Thursday

Annual leave balance — 100 hrs — earning 9.33

Sick leave balance — 252 hrs

January 2010

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2
Holiday
3 4 5 6 7 ] 9
10 Hours Worked 12 Hours Worked 10 Hours Worked 10 Hours Worked
10 11 12 13 14 15 16
4 Hours Worked 10 Hours Worked 12 Hours Worked 10 Hours Worked
6 Hours Sick Leave
17 18 19 0 21 22 13
Hol.id.ay 12 Hours Worked 12 Hours Worked 10 Hours Worked
14 25 16 7 28 19 0
Ujm.g Ho].id.ay 8 Hours Worked 10 Hours Worked 10 Hours Worked & Hours Worked
from 1/1 2 Hours Sick Leave
11

Using annual leave to account for schedule on holidays
Overtime at time and one-half to be paid







= The i ammaal leave balance is 240 hours for civil ice and 352 hours for AD. - - - i e i
TIME REPORT See WAC 35731215 for excepoons I . - ey Gaes OF oty MEmCal LAive I ComMients: e back £t Touing
OVERTIME ELIGIBLE EMPLOYEES e Felt 1o Sppropriste: cotractsfor counpensatory time andlesve accrual .

WSU ID NO. MAME LAST, FIRST, AND MIDDLE [MAIL CODE EMPLOYING DEPARTMENT EMPLOYEE TYPE
AP Ciil Ssnice:  Calleciive Bargaining:

00055444 Jones, Betty 1035  |Registrar’s Office A ) Aiorate
ONTH YEAR TITLE TITLECODE % F1E TERM (Basis of Service) Academic Schedme

January 2010  |Office Assistant 2 1001 100 12 Months Summer Nanscheduled

HOURS WORKED FMP DE-25-10 WL O-GENEND0-0808

mwﬁﬂm Hous 1123 |4 |5 (6 |7 |89 [10 111213 |14 |15 |16 |17 |18 [19 |20 |21 |22 (23 |24 |25 |26 |27 |28 |29 |30 |31

RP

OP

PC

LEAVE HOURS TAKEN (Enter other leave types in blank lines as necezsary. See BPPM Chapter 60.)

Annual Leave

Sick Leave

Comp Time Off

Leave Without Pay

Personal Holiday

Holiday

ﬁﬁfmmw m:ﬁﬁ?nﬁm ot

Emergency Leave
Mate family mmﬁémnﬁ

Shared Leave

TOTAL HOURS

11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 289 30 31

cowp TME EARNED | HEEEEEEEEE

BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 100.00 252 00 WEEK 1 -December 27-January 2nd employee schedule - Mon-Thurs 4 - 10°s

Subfract Hours Used 1/1 holiday fell on reg_ scheduled day off - 8 hrs. to be used on another day

Subtract Donated Hours
Add Hours Eamed

or Received 033 8.00 1 certy that this i an acourste report of my work Employee’s Signature Date

X
Current Balance 10933 260.00 Supervizor's Signature Date | Administrative Approval Date

Administrative Comection X X







= The marimmm anmaal leave balance is 240 hours for civil service and 352 hoors for AP, - ' ' i ice i
TIME REPDRT Sea WAC 357-31-215 for i . . . - mﬂnm-m“f Mﬂmmmmﬁlmmm'wgmm
OVERTIME-ELIGIBLE EMPLOYEES Barzaining wnit employess refer to appropriste contracts for compensatory time and leave sccmal Bmits.
WSLU ID NO. MAME LAST, FIRST, AND MIDDLE MAIL CODE EMPLOYING DEPARTMENT EMPLOYEE TYFE
. . AP Chil Service:  Calleciive Bargaining:
00055444 Jones, Betty 1035 |Registrar’s Office Anma Altermate
MDONTH YEAR TITLE TITLE CODE S FIE TERM (Basis of Service) AGademic cenedued
January 2010 | Office Assistant 2 1001 100 12 Months Summer Nanscheduied
HOURS WORKED FMP DE-25-10 WELHIH HIENEXD0H-0808
Account
PWQHH-BTPTHHI I-Tgi's 112 |3 |4 |5 (6 |7 |89 [10 |11 |12 |13 (14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |3
RP 10 12| 10) 8
PP 2 2
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave
Sick Leave
Comp Time OFf
Leave Without Pay
Personal Holiday
Holiday
Hﬁfmmw mi;lﬁslhis)h cﬁ'@ﬁl&"m
Euwmﬁpmmﬁ%mm
Shared Leave
TOTAL HOURS 42 10] 12| 10| 10
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 29 22 23 24 25 26 27 28 29 30 3
COMP TIMEEARNED | HEERERRREE
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 100.00 757 00 WEEK 2 - Japuary 3-9 schedule - Mon-Thurs 4 - 10°s
: . total hours for the week =42
Subtract Hours Used 2 hours earned at time and one-half (PP) - send to payroll for processing - actual hours
Sublract Danaied Hours worked recorded and payroll will pay PP at fime and one-half.
Add Hours Earmed -
or Received 033 8.00 1 cerffy that thiz iz an acourste report of my work Employee’s Signature Date
fesve. X
Current Balance
109.33 260.00 Supervisor's Signature Date | Administrative Approval Date
Administrative Cormection X X







» The i azmmzl leave balancs is 240 bours for chvil ice and 352 hoams for AP. .
TIME REFPORT m%ﬁ%—ﬂ-ﬂuh&mﬁ;ﬁ - B bor el semace . N : Emhm“fFlEmmwmnhﬂ?ﬁmlumquﬁiwm
WERTIME-ELIGIELE EMPLOYEES Bargaining TeiET 0 Appropriate contacts for compensmatory tme and lsave accual lists. =
WS D NO. MAME LAST, FIRST, AMD MIDDLE MAIL CODE EMPLOYING DEFPARTMENT EMPLOYEE TYPE
_ . s A Covl Services  Colectve Sargaining:
00055444 Jones, Betty 1035 [Registrar’s Office s e
r,qohrrH YEAR TITLE TITLE CODE % FIE TERM (Dasls Of Service) Academic N
January 2010 |Office Assistant 2 1001 100 12 Months Surmrer Nonszhedusd
HOURS WORKED FMF D6-25-10 WELNO DG ENEX D808
Acrourt Cod
e Program-Budget-Frojact Ao 1 |12 (13 |14 |15 (16 |17 |18 |18 (20 |21 |22 |23 |24 |25 |28 |27 |28 |20 |30 | 31
RP 34 4 |10]12| 8 4 |10 12] 10
PP
QP 2 2
LEAVE HOURS TAKEN (Enter other leave types in bl M Chapter 80_)
Annual Leave
Sick Leave & 4
Ciomp Time Off
Leawve Without Pay
Personal Holiday
Haoliday
Bereavemant (Cwl SveiCol Sar. Ung
Maole family relabonship In Commens.
EMErgency Leave (AF)
Beote family relatonship In Commenis,
Shared Leave
TOTAL HOURS 10010 (12) 10 8 10/12| 10
1 2 3 4 5 B 7 & 9 10 11 12 13 14 15 168 17 18 18 20 21 232 23 24 25 28 27 28 29 30 M
compTMEEARNED | HEEEEREEER
|BALANCES Annual Leave Comments
Previous Balances 100.00 WEEK 3 -January 10-16 emplovee schedule - Mon-Thurs 4 - 107s

Subtract Hours Used

2 hours of overtime eamed at straight tfime due to leave usage on 1/11- record as OP and send

to payrell for payment OR temp schedule change and adjust SL usage.

Subtract Donated Hours
Aad Hours Eamed —
or Receivad Leertity tnar inis Is 30 accurate repor of my wark Employee’s Signature Date
and leave. x
Current Bal
frent Balance Supenvizors Signatre Date | Administrative Approval Dae

Adminisirative Comection

X X







T|ME REP‘ORT = The maximom anmasl beave balance is 240 hours for civil service and 352 hours for AP, « The maximem time balance for civil mum
See WAC 357-31- ZISMM = FEnter dates of Medical Legve in Conormenits; for Touting.
OVERTIME-ELIGIBLE EMPLOYEES = Barzaiming unit employess refel to appropriste contracts for compensatory time and leave scomal Hmits. see back
WSU 1D NO. NAME LAST, FIRST, AND MIDDLE [MALLCGOE — [EMPLOYING DEPARTMENT Bt —
. . - ng:
99955444 Jones, Betty 1035 [Registrar’s Office p— = o
ONTH TEAR TITLE TIMLECODE  [®% FIE TERM (Basis of Service) ﬁ Academic Scmedse
January 2010 | Office Assistant 2 1001 100 12 Months Summes Nanscheouled
HOURS WORKED FMP DE-Z5-10 WL -GENE X0 0808
Mﬁﬁt -Project JEJ‘?'.-, 213 S|6 |7 |8 |9 (10 (11 |12 |13 [14 (15 |16 |17 [18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |31
RP 30 12 12| 6
PP 2
op 2
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave 2 2
Sick Leave
Comp Time Off
Leave Without Pay
Per=zonal Holiday
Holiday 2 g
R e & Gt
Emﬁlﬁmhmshpm %:mrn‘_f..
Shared Leave
TOTAL HOURS 44 10f 12} 12| 10
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
cow Twe EarNeD | HEEEEEEEEN
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 100.00 252 00 WEEK 4 - January 17-23 schedule - Mon-Thurs 4 - 10°s
: : total hours for the week =44
Subtract Hours Used 2.00 2 hours of overtime earned at straight time (OP) due to leave usage
Sublract Donated Hours Zmufmwhmewmdanﬂhﬂnmdm&ha]f{PP}—om%m.wmked(mdudmg
Ridd Fows Eamed holiday) send to payroll for payment :
or Recsived 033 8.00 1 cerkfy that this is an accurate report of my work Employee’s Signaturs Date
e X
Ci t Bal
urren ance 10733 260.00 Supervisor's Signafure Date | Administrative Approval Date
Administrative Comection X X







TlME REPURT . Iﬁ%ﬁsﬁwmgmiﬂm&mdmmmmmM = The maximmm. time balance for civil sermu!‘lﬂ
m = Enter dates of Medical Legve in Conuments; for routing.
OVERTIME-ELIGIBLE EMPLOYEES * Bargammng unit employess refer to Sppropriste comtracts for compensatory time snd legve scomal it see back
WSU 1D NO. MAME LAST, FIRST, AND MIDDLE MAIL CODE EMPLOYING DEPARTMENT EMPLOYEE TYPE
. . AP ChllService:  Caollective Bangaining:
00955444 | Jones Betty 1035__[Registrar’s Office a —
ONTH YEAR TITLE TITLE CODE % FTE TERM (Basis of Service) Academic Scheduted
January 2010 | Office Assistant 2 1001 100 12 Months Summer Nanscheduled
HOURS WORKED FMP D6-Z5-10 WS I-GENEXD01-0808
Pmﬂﬁﬂlﬂ -Project Hase 1 (23 |4 |5 |6 |7 |8 |9 [10[11 |12 |13 |14 |15 |16 |17 [18 [19 |20 |21 |22 |23 |24 |25 (26 |27 |28 |29 |30 (31
RP 28 g8 |10|10
PP 6 6
oP
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave 2 2
Sick Leave 2 2
Comp Time Off
Leave Without Pay
Perzonal Holiday
Holiday 8 8
R e rehin & Commarte )
E&E‘Eﬁlﬁuﬁmmph Emnﬁx
Shared Leave
TOTAL HOURS 46 10| 10| 10|10 6
11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3
cowp TMEEARNED | HEEEEEREEN
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
Previous Balances 100.00 252 00 WEEK 5 - January 24-30 schedule - Mon-Thars 4 - 10°s
: : total hours for the week = 46
Subtract Hours Used 2.00 2.00 1/25 - using holiday from 1/1- using 2 hrs. of annual leave to account for schedule
Sublract Donated Hours 6 hrs. of overtime at time and one-half eamned 1/29 - regular scheduled day off- send to
Add Fows Eamed payroll for payment :
or Received 033 8.00 1 cariify that this iz an scoursfe reporf of my work CMPIOYee’s Signature Date
and leave. X
C t Bal
urren ance 107.33 258.00 Supervisor's Signature Date | Administrative Approval Date
Administrative Correction X X







= The

i ammasl leave balance is 240 hours for civil and 352 hours for AP, -
TIME REPORT Se= WAC 357 31215 o excepions: e e e bl o il e O
OVERTIME-ELIGIBLE EMPLOYEES * Bargammng unit employess refer to sppropriste comracts for compensatory time and lesve scomal Hmits
WEL 1D NO. NAME LAST, FIRST, AND MIDDLE [MEAIL CODE EMPLOYING DEFARTMENT EMPLOYEE TYFE
. . AP ChIl Service:  Colleciive Bangaining:
00955444 Jones, Betty 1035 |Repistrar's Office Anmigi ™ Atemate
fMONTH YEAR TITLE TILECODE % FIE TERM (Basis of Service) § Academic e
January 2010 | Office Assistant 2 1001 100 12 Months Summes Nanscheduled
HOURS WORKED FMP 6-Z5-10 WL D-GENEQ001-0808
ALCD
F'm'ﬂmﬂlﬂ -Project Hours 2|3 |4 |5 (6 |7 |8 |9 [10 (11 |12 |13 |14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |31
RP 132 1012|108 4 |10 | 12| 8 12112 6 8 |10 10
PP 10 2 6
op 4 2
LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)
Annual Leave 4 2 2
Sick Leave 2 6 2
Comp Time Off
Leave Without Pay
Personal Holiday
Holiday 16 B 8
Eﬁ;mmw r&ﬁ}nnshpm CmI?:FréJ."m
Euhemﬁlﬁmﬂmshpm %mnﬁx
Shared Leave
TOTAL HOURS 174 10| 12| 10| 10 10| 10|12 (10 1012 112 (10 10|10]10(10| 6
i 2 3 4 5 6 T 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 23 29 30 3
COMP TIME EARNED | [ ] | | [ l | | [ ]
BALANCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments
. 1/1 - hohday fell on reg. sched day off - § hrs._ to be used on another day ~ schedules - Mon.-Thors. 4 - 10°s
Previous Balances 100.00 252.00 wesk of 1/4 - overtime at time and one-half - worked over 40 hours
Subtract Hours Used 4.00 2.00 week of 1711 - overtime to be paid at straight time due to leave usage
. - wesk of 1/18 - 2 hrs. overfime to be paid at straight time and 2 hrs. at time and one-half
Subtract Donated Hours wesk of 1/25 - nsmng hohday from 171 on 1/25 - overtime to be paid at time and one-half - worked on reg. schedualed
Add Hours Eamed day off _
or Received 033 8.00 I cerit that his is an acourate report of my work Employee’s Signature Date
feave. X
Current Balance
105.33 252.00 Supervisor's Signature Date | Administrative Approval Date
Administrative Cormection X X







TIME REPORT * The maximum annual kave balancs is 240 bours for civil servics and 352 hours for AP, + The maxiem compensatory tims baknce for civil sarvica is 240 hoars.

Ses WAC 357-31-2175 for smceptions. + Entur detes of Famrily Medical Lesve in Commants; s back for romting.
OVERTIME-ELIGIELE EMPLOYEES » Bargaming umit employess refar to appropriate conmact for compematory fme 2nd leave accrml Limits. ;

WSLI D MO, [NAME LAST. FIRST, AND MICDLE MAIL CODE EMPLOY MG DERARTMENT EMPLOYEE TTPE
- . - AP Gl Senvioe: Colectrse Bargaring:
123436789 Miller, Mark 1234 Human R.esouEe Services o &
YEAR TITLE TITLE CODE  |% FTE TERM (B35S OF S2MVICE) ﬁhmzm,: Senemued
November 2009 |As Research Technologist 3 57 50 12 Months Bummer Nonscheduied
HO HED Fi&F DB/Z108 NARELInEN D-GE RENIG 808
me Account Cods Total
Eg‘ﬁ.‘i Erogram-Budgst-Froject Hiours 1 2 3|4 |5 g |7 B 8 |90 (11 |12 |13 |14 |16 |16 [ 17 |18 |12 |20 |21 |22 |23 |24 |25 |26 |27 (28 |20 (30 |31
RF 66 414126 |2 518 a(8|4 414 4
OP 39 2|5 4|4 6|86 4
PP 3 3 2

LEAVE HOURS TAKEN (Enter other leave types in blank lines as necessary. See BPPM Chapter 60.)

Annual Leave 4 4
Sick Laave 2 2

Comp Time OFf

Leave Without Pay

Personal Holiday
Haliday 12 4 414

Bereawement (il Swc.iCol. Bar. Unk)
Nokz famiy relafionship in Comments.

Emergency Leave [AP)
Mok famiy relafonship n Commenis.

Shared Leave

TOTAL HOURS 128 4014|4645 glg|7|414 S| 8|1018]8 414144144 4
i 2 3 4 &5 4 ¥ 8B & 10 11 12 13 14 15 18 17 18 18 20 21 23 233 24 25 28 27 I8 2B 30 A

coMP TMEEARNED | HEEEEEEEEEEEEEEEEEEEEEEEEEEEEn
BALAMNCES Annual Leave | Sick Leave Shared Leave | Comp Time Comments

Previous Balancss 60.00 100.00 week of 112 - OT at sp’mght time, did not work over 40 hrs . -

- - week of 11/9 - OT at time and one-half on 11/11 due to work on a heliday, straight time
Subtract Hours Used 400 2.00 11112 & 1113
btract Donated Ho week of 11/16 - OT at straight time until work over 40 hrs, then time and one-half
uorae Jon = week of 11/23 - OT at straight time, did not work over 40 hrs
QP%EHEEFHE’“H 5.00 4.00 .lgg'. that fhis 5 an accwale repart of my work Empioyee’s Signature Date
-] VE.
. X
Current Balance 61.00 102.00 Supervisor's Signature Diate | Administrative Approval Date
Administrative Cormection b4 b4







WASHINGTON STATE
@UNIVERSITY

Common Time Reporting Errors
* Employees must be in FULL pay status the work
shift before a holiday to receive holiday pay.
* Calculate appropriate accruals for civil service.

« Carry forward correct leave balances.
« Simple addition and subtraction errors.

Common Time Reporting Errors
» Time/Leave Report must be completed in ink.

« Signatures and dates on all time/leave reports.
« All changes/corrections must be initialed.

*LWOP must be submitted to HRS for processing.

* Bereavement Leave: note relationship in comment
box of time report

Additional Information & Resources

» Department of Labor
- www.dol.gov/fairpay

* Department of Labor & Industries
* www.Ini.wa.gov

*Human Resource Services

* www.hrs.wsu.edu
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WASHINGTON STATE
@UNIVERSITY

Contact Information

Human Resource Services 335-4521
Lisa Neal, Assistant Director 335-3037
Classified Services

Candy Hachmann (A-K) 335-8533

Sally Wickizer (L-Z) 335-1293
Administrative Professional

Emily Vander Zanden 335-9417
Faculty

Lori Miller 335-3121

This has been a WSU
Training
Videoconference

If you wish to have your attendance documented in
your training history,
please notify Human Resource Services
within 24 hours of today's date:

hrstraining@wsu.edu

17
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