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   PAYROLL PROCEDURES
Effective Date: 03/31/10
Procedure: Time Rosters

State law requires that wages paid by state agencies be based on actual figures submitted at the end of the pay period, rather than estimated payroll figures.  Time rosters are used to provide Human Resource Services, Payroll Department with the necessary data for the payroll system.  The source document for this data is the individual employee time sheet. Time rosters must be submitted by all departments to initiate payment.

Time rosters are available for pickup in Human Resource Services:
Bi-Weekly Payroll: Rosters can be picked up every other Wednesday (an actual payday) and will be for the following payday.  Rosters will be due back in Human Resource Services the following Monday (the week without a payday).

Monthly Payroll: Rosters can be picked up approximately the 15th of every month.  Rosters will be due back in Human Resource Services by the 22nd or one week after they are available.

Ideally, any changes to the printed information on the Time Roster should be made with red ink in order to make that information easier to see.

Time Rosters must be signed in the space provided by a responsible individual before being submitted to Human Resource Services for processing.  (A student employee cannot sign off on a Time Roster).  The Time Roster should, ideally, be signed by someone whose name does NOT appear on that roster to be paid.  In the case where the employee’s name appears on the roster, and that specific person is the one who signs the roster, then another employee must initial the signer’s employee pay section on the roster to indicate that the time reported for that individual is correct.  
Time Roster Definitions:

Each employee listed on the time roster has default hours, this is the number that you see on the left side of the form below the employees name and printed next to DEFAULT HOURS.  These are the hours for which the employee will be paid.

VARIABLE SCHEDULE:
Employees who work a variable number of hours and schedules can be put into the system with default hours if the department chooses.  However the department must be very aware of the default hours and make changes as necessary.

If there is a Zero (0) in the DEFAULT HOURS field, then the employee has no default hours and will not be paid unless the number of hours are written in.  You must fill in the total number of hours that an employee worked in the center section on the roster under the section titled HOURS WORKED.  These total hours would include any sick or annual leave the employee used, but would exclude any overtime, which has its own section on the top right side of the roster.  Then in the section on the right side of the roster, on the appropriate line, would be noted the number of hours that were used for each leave type if appropriate.  If the employee has worked fewer hours than the default hours listed, the number of missed hours would need to be entered on the LWOP line.

STANDARD SCHEDULE:
For classified employees (not including temporary employees) who work a standard number of hours and schedule, the system defaults the number of hours corresponding to the employees FTE.  

Employees eligible to use Sick Leave, Annual Leave or Comp Time Used would note the actual hours used as leave on the time roster on the appropriate line found on the right side of the form.

If an employee has worked fewer hours than the default hours listed, and is not eligible for annual, comp time or sick leave, the number of missed hours would need to be entered on the LWOP line.

If an employee has worked more hours than their scheduled shift they may have overtime (prior to being worked all overtime hours must be approved by the employee’s supervisor.  See Personnel Policy 41.0 or pertinent contract for further details on overtime).  The funding source (Index Code) and number of hours worked in excess of the standard schedule would be entered on the Overtime line on the top right side of the time roster.

Differential Pay:

If an employee temporarily works in a position that is reimbursed at a rate higher than the rate specified on their Banner Jobs Record, that employee may be eligible to receive differential pay based on contractual negotiations.  On the top right side of the time roster in the Differential section the funding source (Index Code), the number of hours worked at the differential rate and the differential rate must be identified.  The differential rate is the difference between the higher rate earned and the rate specified on their Banner Jobs Record, for example if the higher rate is $10.83 and the normal rate is $9.02 the differential rate is $1.81.

MAINTENANCE:
The Maintenance line will apply to meals or housing that is being supplied for the convenience of the employer.  Please check with Human Resource Services Employee Service Representative if you think you might have an item that needs to be on this line.

SUPPLEMENTAL PAY:

 If an employee is less than 1.0 FTE they could possibly work more than their default hours and not be in an overtime status, they would then receive supplemental pay.  Supplemental pay must not exceed full time hours (40 hours per week) and must be approved by the employee’s supervisor.  The TOTAL number of hours the employee worked would need to entered in the HOURS WORKED section of the time roster.  If this occurs frequently for a given employee the FTE for that position should be reviewed, as it may not be correct.

COMPENSATORY TIME EARNED:
When Comp Time is earned it is record on the Time Roster in one of two ways.  (1)  If the employee is an Hourly Paid employee then the comp time is recorded on the roster at the over time rate.  Example:  Hourly paid employee works ONE hour of overtime which is going to be recorded as Comp Time Earned to be used for time off at a later date.  You would record 1.5 hours of Comp Time Earned – the employee now has one and a half hours of comp time available for use.  (To report the use of this time see section below).  (2)  If the employee is a Salaried classified employee on the bi-weekly roster, then you record the Comp Time hours earned at an hour for hour rate.  Example:  Salaried employee works ONE hour of comp time (these people are not eligible for overtime).  You would report ONE hour of Comp Time Earned.  The balance would carry forward until used.

COMPENSATORY TIME USED:
Comp Time when used is reported on the time roster exactly as it is used, hour for hour.  For example if you have an employee with 4.5 hours of comp time and it was approved that they could use 2 hours and leave early one day, it would be recorded on the right hand side of the time roster in the Comp Time Used section as 2 hours (hour for hour).  The balance would carry forward until used.

LEAVE WITHOUT PAY (LWOP)

If an employee has worked fewer hours than the default hours listed (and is not eligible for sick or annual leave), the number of missed hours would be entered on the LWOP line on the right side of the time roster.  The deduction for LWOP will be prorated among the funding sources in proportion to the FTE stated on the RPT or Regents contract.

EXCESS ANNUAL LEAVE
Eligible employees may accumulate two times the total number of annual leave credits they are eligible to earn per year.  Excess leave credits will be forfeited unless taken by the employee by March 31st.  Employees will receive a memo in January from Human Resource Services informing them that they have excess annual leave and the number of hours that need to be used.  If an employee makes a reasonable written request to use the excess leave before it is forfeit and the supervisor denies the request, the excess leave is not forfeit and the supervisor shall ensure that the employee may use the excess leave before the end of the calendar year in which the leave would have been forfeited.  A memo must then be sent to Human Resource Services by the employee’s supervisor stating that the excess annual leave is not to be forfeit.

Any Excess Annual Leave used should be noted on the right side of the time roster in the appropriate section.  Any employee with Excess Annual Leave that takes vacation time will use the Excess Annual Leave before Annual Leave hours.

LEAVE OF ABSENCE (LOA)
Absences exceeding 15 days are reported on the Termination and Leave of Absence Form.  The employee will continue to appear on the printed time roster, but no information needs to be recorded on their line.

SICK LEAVE FUND
Personnel Policy 241.0 allows employees to share their accumulated sick leave with others on campus, as well as benefit from using the Sick Leave Fund.  A separate form must be completed and approved.  The sick time is not reported on the time roster.  Please check with your Human Resource Services Employee Service Representative if you have an employee that is interested in the Sick Leave Fund. 

GIFT OF SICK LEAVE – DIRECT GRANT

Personnel Policy 241.00 allows employees to give excess sick leave directly to another employee who is in need of additional sick leave.  A separate form must be completed and approved.  The sick time is not reported on the time roster for either employee.  Please check with your Human Resource Services Employee Service Representative if you have an employee that is interested in the Direct Grant Sick Leave process.

LABOR DISTRIBUTION OVERRIDES:
One time only overrides to the labor distribution can be made on the time roster.  The labor distributions for each employee are in the center of the time roster and include the Index Code and Accounting String.  If a change is to be made using red ink, line through the printed labor distribution and write in the correct labor distribution.

To ensure correct payroll reporting and accurate departmental reconciliation of payroll records it is imperative that the departments review these funding lines before they are submitted to Human Resource Services, Payroll, as this is where the wages and benefits for the employee will be expended.  If there is an incorrect labor distribution and the department believes a Request for Personnel Transaction Form (RPT) has been submitted with the corrected distribution, the department should contact the Human Resource Associate (HRA) responsible for their department to see if they have received the RPT and effect a change to the labor distribution at the time payroll is being processed.  DEPARTMENTS HAVE 60 DAYS FROM THE DATE WAGES ARE PAID TO REQUEST COST TRANSFERS BETWEEN FUNDING SOURCES.

If the department has submitted an RPT and a review indicates that information on the time roster may not have been changed, the department should contact the HRA responsible for their department, as there may be a problem.  NOTE: Due to timing the RPT may have been received after a set deadline and the change will not occur on the first time roster.  It is therefore advisable to contact the department HRA after receiving the second time roster.
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