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	Purpose:
	To clarify (ORGINAZTION)’s procedures for payroll and reporting hours.

	Mandated by:
	US Department of Labor and applicable state laws

	Applies to:
	All (ORGINAZTION) employees.

	Definitions:
	“(ORGINAZTION) staff” is defined as all employees and contractors of (ORGINAZTION) as well as staffing agency employees placed at (ORGINAZTION).  A “(ORGINAZTION) staff member” is any individual included in the previous definition.

	For more information:
	.


Text of Policy:

Hours/ Pay Periods / Paydays / Procedure 
· All full time employees are required to work a minimum of 40 hours per regular work week which begins on Sunday and ends on Saturday.  Hourly employees are expected to regularly work exactly 40 hours and salaried employees are expected to work the hours and at the times necessary to adequately fulfill their duties.
· Regular office hours begin at 8:00am and end at 6:00pm Monday through Friday.  All staff may select a 9 hour time frame between those hours as their regular schedule.  (ORGINAZTION) allows for an hour unpaid lunch time for full time employees.  Lunch and breaks must be taken during the middle of the day and cannot be taken either at the beginning or the end of the day.  
· (ORGINAZTION) pay periods end on the fifteenth (15th) and the last day of each month.  

· (ORGINAZTION) paydays are the fifth (5th) and twentieth (20th) days of the month.  
· When a payday falls on an (ORGINAZTION) holiday or weekend, pay will be issued on the day preceding the (ORGINAZTION) holiday or weekend.  

· (ORGINAZTION) contracts with a payroll service to provide direct deposit payments and pay stubs to employees.  
· It is not (ORGINAZTION) policy to issue pay in advance of the normal payday.  
· When an employee is terminated (voluntarily or involuntarily), final pay will be released at the end of the next pay period following an accounting of all (ORGINAZTION) property, equipment, supplies, forms, etc, for which the former employee was responsible.

Timesheets

· All (ORGINAZTION) employees must keep track of their hours worked on their (ORGINAZTION) timesheet.  
· This timesheet should be kept up-to-date (to the current day) and document the total number of hours as well as the breakdown of time by project (i.e. how many hours or portions of hours were spent working for each project listed on the timesheet).  

· Timesheets document hours to the quarter hour (i.e. .25, .5, .75, 1, etc.).  
· Timesheets are also used to document hours billed to holiday time or personal time off.  

· Paychecks cannot be issued if hours are not submitted by the due date (fifteenth (15th) or last day of the month).  

· It is not an option for an employee to “skip” a pay period and be paid for two periods at once if s/he misses the deadline for submitting hours.  If an employee has failed to submit her/his timesheet in a timely manner, a special payroll will need to be issued.  A charge of $40.00 may be deducted from the employee’s paycheck to help defray the cost of this additional work.

· If an employee is traveling and has computer access, he or she should email a copy of the timesheet to his or her supervisor to be submitted to the CEO on the due date.  
· If an employee is traveling and does not have computer access or is absent from work unexpectedly (i.e. illness), she or he may phone his or her supervisor to report hours so that the timesheet can be submitted by the due date.
Pay stubs
· Pay stubs are issued with the end of the month payroll.


