TIMESHEET INSTRUCTIONS
Where to get the timesheet templates
N:\Forms\Timesheets
http://biz.parks.wa.gov/payroll/timesheets/
Request by email: “Parks DL Payroll Staff” = Payroll@parks.wa.gov

Determining what timesheet to use
Question 1: Are you a commissioned law enforcement employee (ranger 1, 2, 3 or 4 subject to L-period OT rules)?
No: Skip to question 2. (Note: Ranger 4’s with administrative commissions skip to question 3.)
Yes: Use the “L-Designation timesheets”.
Question 2: Are you required to fill out a “distribution” timesheet so that you can specify multiple codes where your hours should be charged? Note: Do not use if you only charge specific codes occasionally.
No: Skip to question 3.
Yes: See question 2a below:
Question 2 a: Are you OT Eligible or OT Exempt? 
(If you are not sure, ask your supervisor or HR.)
OT Eligible: Use the “OT Eligible Distribution timesheets”
OT Exempt: Use the “OT Exempt Distribution timesheets”
Question 3: Are you OT Eligible or OT Exempt? 
(If you are not sure, ask your supervisor or HR.)
OT Eligible: Use the “OT Eligible timesheets”
OT Exempt: Use the “OT Exempt timesheets”
Timesheet deadlines
· Twice a month, completed timesheets must be hand delivered to Payroll, faxed, or scanned and emailed to the timesheets email: timesheets@parks.wa.gov.  
· Email is the preferred option. 
· The Payroll Fax number is (360) 586-6627 or Toll Free 1-800-497-9906. 
· Both employee and supervisor signatures, or email submission and approval, are required. 
· Due usually by 12:00 PM (noon) on the 16th and the 1st of each month, unless those dates fall on a Saturday, Sunday, or holiday, then they are usually due by 9:00 AM on the next day.  
· First half timesheet is the 1st thru the 15th and is paid on the 25th*.
· Second half timesheet is the 16th thru the end of the month and is paid on the 10th*.
· *If the pay date is a Sunday, pay day will be the next Monday, unless that day is a banking holiday. If pay day is Saturday, or a banking holiday, pay day will be the preceding Friday.
· If either the employee or supervisor is unavailable when the timesheet is due, the most correct timesheet possible should be submitted to Payroll and a revision sent when the information is confirmed and the additional signature / information is available.
Filling out the timesheet
· The Excel timesheet file must be filled out electronically to ensure totals are correct. Please do NOT submit hand written timesheets as this makes entry and leave usage tracking difficult.
· When possible, timesheet entries should be made daily to avoid having to recall what occurred several days or weeks ago.
Field entry instructions:
· “Anniversary Date”: Matches hire date for new hires. 
· Date moves after separations, off-season, or periods of LWOP longer than fifteen days.
· Vacation leave over 240 hours on the anniversary date will be lost.
· Ask HR if you are unsure of your anniversary date.
· “Revised Date”: Enter the date a revised timesheet is completed.
· “Reason & Supv Initials”: 
· Enter a short reason for the change and have the supervisor initial the reason.
· Examples: “Change leave on 7/21/15”, “Add signature”, or “Add OT on 8/16/15”.
· “Name of Employee”: In this order – Last, First, Middle Initial (MI)
· “Personnel #”: A unique number assigned by HR when first hired at the State of WA.
· Maximum of 8 digits. 
· Confirmed/provided by Payroll with the benefit eligibility email.
· Does not change year to year, or between appointments, or after separation and rehire. 
· “Class title”: ex. Ranger 2, Office Assistant 3, Region Manager, Park Aide, etc.
· “Pay period”: SELECT PROPER WORKSHEET – Month and Year are filled in for you.
· “Supervisor”: “Last, First” name of the person approving your timesheet.
· “Region & Park or Location”: ex. NW / Moran; HQ / Winter Rec.; East-South / Camp Wooten
· “Salaried or Hourly”: Type one of the following…
· “Salaried”: Permanent, full-time = set schedule of 40+ hours per week, and full-time Rangers with a schedule of 160 hours in 28 days. 
· “Hourly Full-time”: Non-permanent, full-time = set schedule of 40+ hours per week.
· “Hourly Part-time”: Permanent or non-permanent, part-time = no set schedule, usually less than 40 hours per week.
· Ask your supervisor, HR representative, or Payroll if you are unsure.
· “Days Off”: 
· Set schedule: Specify normally scheduled days off. Ex: Sat/Sun, MTW or 45/35 FSS
· No set schedule: “varies”
· “Day of Week”: The days and holidays (per WAC/CBA) are pre-filled.
· Only type over and move the “H” for holiday if you are a full-time employee and the holiday falls on a scheduled day off, and you are choosing the day before, the day after, or another day in the same pay period instead. Part-time employees never move the H.
· If you work on the holiday, you cannot choose another day per the overtime rules.
·  “Regular Time Worked” or “Cost code/Description” for “Distribution timesheets”: 
· Does not apply to “OT Exempt Timesheets”.
· Enter hours worked to the nearest one-tenth of an hour on the given day.
· Holidays for full-time employees: The number of hours should be the scheduled hours for that day. Holiday pay is considered regular time worked.
· Hours actually worked on the holiday need to be recorded as overtime (pay/comp), not regular hours.
· Holidays for part-time employees: Leave the holiday blank. It will be calculated at the end of the month and paid on the 10th paycheck. If the holiday was in the first half of the month, it is not paid until the month is completed.
· Holidays for distribution timesheet employees should not be given a specific code. The holiday will be charged to the position coding on file. Please enter on the last line that says “Holiday – Charged to position code”.
· “Hours on Leave” or section “11” on “Distribution timesheets”:
· Report leave used to the nearest one-tenth of an hour.
· “Sick” and “Vacation” are set leave fields always showing on the timesheet.
· Three (3) drop down fields are provided for other leave types:
· Comp Time Taken (9069)	For OT Eligible employees
· Exchange (9019)		For OT Exempt employees
· LWOP (9033)
· Personal Holiday (9047)		Given Jan 1st. Must be taken by Dec 31st. **
· Personal Leave Day (9079)	Given July 1st. Must be taken by June 30th. **
· Bereavement Leave (9100)	Up to three days per occurrence per WAC/CBA.
· Jury Duty (9023) 		Provide proof of attendance to supervisor.
· Military Leave (9043)		
· Shared Leave (9000)		Approval through HR required.
· Other - see comments		Add comments to describe this leave.
· Hourly Full-time employees (non-permanent) who do not have enough leave to meet their usual schedule should indicate LWOP to reach their scheduled 40 hour week. This helps ensure they receive their full leave accruals.
· Leave for distribution timesheet employees should not be given a specific code, unless it is a special funding situation. Leave will be charged to the position coding on file. 
· “Daily Totals”: This field calculates automatically to assist in reviewing the timesheet.
· “FMLA” and “L&I”: If approved by HR, mark the appropriate box and enter the number of hours. This is a marker to indicate that the vacation, sick, shared or other leave in the section above are related to FMLA or L&I. If you took 8.0 hours of sick leave for FMLA or L&I purposes, also enter 8.0 here. The “8.0” will be on two (2) lines on the timesheet.
· “Overtime/Pay” or “Overtime/Comp”: For “OT Eligible” employees only.
· Excluding holidays, overtime can be recorded on the day it is earned, or after 40 hours in the week, except for law enforcement who record overtime after they reach 160 hours in 28 days.
· Overtime worked on a holiday that has been pre-approved by an overtime plan submitted to the area manager does not require the authorization form.
· Hours actually worked on the holiday need to be recorded in this section as overtime (pay/comp), not regular hours. (Note: OT Exempt employees required to work the holiday ARE entitled to overtime pay.)
· All other overtime must be requested and pre-approved using the “Overtime Request and Authorization Form”. This form should be submitted with the timesheet.
· If Overtime is worked as a result of an emergency and it was not pre-approved, the Overtime Request and Authorization Form must still be completed after the overtime was worked, and attached to the timesheet.
· Overtime/Pay: Enter the number of actual overtime hours worked to be paid.
· Overtime/Comp: Enter the number of overtime hours worked to receive comp time. The hours earned at one and one-half the hours worked are computed in the leave tracking.
·  “Exchange Time Earned”: For “OT Exempt” employees only.
· Record all exchange time hours agreed between supervisor and employee for extraordinary or excessive hours worked.
· “OT Exempt Timesheets”: Exchange time leave earned is recorded in the HRMS payroll system and included in your leave balances as of July 1, 2015. 
· “OT Exempt Distribution Timesheets”: This leave time will be recorded in the HRMS payroll system, and when it is taken, add the appropriate coding to be charged.
· “Hours Worked at Shift Differential”: 
· Not shown on “OT Exempt” or “Distribution” employee timesheets.
· Enter the number of hours earned each day.
· “Callback”: 
· Not shown on “OT Exempt” employee timesheets.
· Enter “3” hours for each occurrence of callback. If there is more than one occurrence in a day, list the additional hours in the comments section.
· Actual hours worked during this time should also be recorded in the “regular time worked” or “overtime” section as applicable. Ex: 1 hr regular and 3 hrs callback.
·  “L-Hours”: 
· “L-Designation timesheet”, Law Enforcement (Rangers/L-period) employees only. 
· This line counts the hours towards the 160 hours in 28 days for overtime. 
· Fill in the “Carry Forward” hours on the “Jan 1” or “Jul 1” timesheet, and they will continue to calculate and carry forward on future timesheets.
· LWOP hours are not added into this tracking but will be included in the “1223” total.
· If the hours are not exactly 160 on the last day of the L-period, the box will be highlighted in yellow. 
· If under 160 hours, review hours worked to see if a revised timesheet is needed to record additional time worked, or add paid/unpaid leave. Remember that LWOP isn’t added into the L-period total.
· If over 160 hours, review for revisions needed, or move additional hours to overtime and attach overtime approval, if needed.
· “Comments”: Enter any additional information to explain your timesheet. Typical comments include explanations of “Other” leave, first or last day worked, or occasional specific coding of time worked with the number of hours. Flex days worked should also be noted here. 
· “Employee Signature” and “Date”: Printed or email approval options:
· The employee’s signature or agency email certifies the timesheet’s accuracy on the day it is completed. Revised timesheets should be submitted as soon as possible if the information changes. Ex: Estimated work hours, or vacation leave changes to sick leave.
· Print timesheet, sign and date, then route to supervisor as agreed.
· If you have a personal agency email, you may use the email approval option:
· Type “see email” in the signature block, Use “Save As Pdf”, or “Save & Send” then “Create PDF” of the current tab and email the “pdf” timesheet to your supervisor.


· “Supervisor Signature” and “Date”: Printed or email approval options:
· The supervisor’s signature or agency email approval certifies the timesheet’s accuracy and provides confirmation of actual overtime hours worked.
· Sign and date, then route to Payroll.
· If you receive the timesheet electronically to your personal agency email, you may review it and forward it to the timesheets@parks.wa.gov email with a note of approval including the employee’s name. Ex: “John Smith’s timesheet approved”. Payroll will print the timesheet and the email. The email will have the employee’s personal agency email and the supervisor’s personal agency email in place of signatures on the timesheet.

Leave tracking
“Previous Balance”: 
· Sick, Vacation and Comp/Exchange: Enter the Previous Balance to two decimal places on the “Jan 1” or “Jul 1” timesheet. Balances will automatically carry forward to the next pay period. 
· Personal holiday and Personal Leave Day – please review the additional information below.**
· Personal holiday: This field is blank by default. Type “Available” or “Taken”.
· Personal leave day: This field is blank by default. Represented employees: Type “Available” or “Taken”. Non-represented employees: Leave this field blank.
· Enter corrected balances on other timesheets if needed, or as requested by Payroll.
“Earned this Period”: Should be entered on the “2” tab of each month.
· Full-time employees (scheduled to work 40+ hours per week):
· Sick Leave:  8 hours per month.
· Vacation leave: See drop down – variable depending on Years of Service.
· New hire or rehire: Vacation leave accruals are calculated in the system, but not available for use or payout until the employee has worked for six (6) months.
· Comp Time / Exchange Time: This fills in automatically based on hours recorded above.
· Hourly full-time employees often do not get full accruals calculated by the HRMS payroll system. If this occurs, Payroll will make adjustments to correct this to a full accrual.
· Part-time employees (scheduled to work less than 40 hours per week):
· At the end of the month, both sick leave and vacation leave are calculated in proportion to the number of hours in pay status during the month compared to that required for full-time employment.
· You can leave this amount blank and Payroll will email you your accruals around the 15th of the month for you to add to your balances on your timesheet starting on the 16th.
· Calculated leave accruals are also posted on the “25th paycheck” earnings statement with the previous month’s hours earned.
· Payroll reviews the accruals given by the system and makes adjustments if needed.
“Used/Paid this Period”: This fills in automatically based on hours recorded above.
“Balance”: 
· Sick, Vacation, Comp and Exchange: Calculates automatically.
· Personal Holiday and Personal Leave Day: Changes from “Available” to “Taken” if applicable.
“Payroll Adjustments” and “Adjusted Balance”: For Payroll use only. Payroll will send an email to the employee if leave balances have to be adjusted with an explanation for the adjustments.
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** Additional information about personal days:
Personal days should be taken on one day, as a full shift. 
No other time worked and no other leave taken should be recorded on this day.

Exceptions – please review with HR or Payroll if you are not taking a full personal day on one day:
· Personal holiday donation for shared leave.
· Leave rules for the Family Care Act, Military Family Leave Act, or Domestic Violence Leave Act.
Personal days for full-time (40+ hours per week) employees: Enter the number of hours scheduled to work on the day this leave is being taken. 
Personal days for part-time (less than 40 hours per week) employees: Enter a “1” on the day this leave is being taken. It will be calculated at the end of the month and paid on the 10th paycheck. If the personal day was in the first half of the month, it is not paid until the month is completed.
Personal holiday eligibility: 
All employees anticipated to work at least four (4) months are entitled to a personal holiday on their first day of employment. If scheduled for less than six (6) continuous months over two (2) years, only one personal holiday may be received. Permanent employees receive a personal holiday on January 1st each year. Personal holidays must be taken by December 31st.
Personal leave day eligibility:
Non-represented employees are NOT entitled to this benefit.
All represented employees are entitled to one shift after they have been continuously employed for four (4) months. Permanent, represented employees receive a personal leave day on July 1st each year. Personal leave days must be taken by June 30th. 
Examples: Non-permanent, represented employees hired on April 1st:
4 mo: April 1 – July 31 = entitled to a personal holiday on April 1st, but no personal leave day.
4+ mo: April 1 – August 31 = entitled to a personal holiday on April 1st, and a personal leave day on August 1st.
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