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THE BOTTOM LINE
Many employees paid on an hourly basis must enter all of their work time and leave time into the county’s PeopleSoft payroll system as a job requirement.  Many supervisors paid on an hourly basis must approve time entered by their subordinates’ into the county’s PeopleSoft payroll system as a job requirement.  

Because time entry and approval are required for certain hourly employees and are performed on a regular basis, it is compensable time.  Work time must be entered and approved in the PeopleSoft system during scheduled work hours, unless otherwise authorized by an employee's supervisor.  
OVERVIEW  

Depending on operational direction, time may be entered by hourly employees: 
· At the end of the workday for work performed that day (preferred)
· The next day for work performed the previous day

· At the end of the workweek for work performed the entire week

· At the end of the pay period for work performed the entire pay period before end of business on Friday, the last day of the pay period
· Employees who do not work on the Friday at the end of the pay period must enter their time before the end of their workweek 
Hourly employees on sick leave may enter their time upon their return to work or, if they are unable to do so in a timely manner, their supervisors may enter it for them.
Supervisors must approve their subordinates’ time for the entire pay period before end of business on the Monday after the last day of the pay period.

Time worked in excess of 40 hours in a workweek for hourly employees is compensable at the overtime rate.  In cases where entering or approving time remotely means that the employee has worked in excess of 40 hours in the workweek, that time must be paid at the overtime rate.  An hourly employee must obtain prior authorization to work overtime in accordance with department procedures, including overtime incurred by entering or approving time remotely.
In the event that any provision of this Human Resources Bulletin conflicts with an applicable provision of a collective bargaining agreement or binding past practices thereunder, the latter shall prevail.

QUESTIONS/COMMENTS
Refer all questions or comments to HRD Human Resources Operations and Consulting Services.
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