College of Engineering Dean’s Office Monthly Work/Leave Policy and Process
________________________________________________
1.0 Purpose
This policy establishes the requirements to track work/leave information for submission to the department timekeeper.  The procedures are specific to the College of Engineering Dean’s Office & programs and may vary by employment type (classified, professional – OT eligible, professional – OT ineligible).
2.0 Revision History


No revisions to date.
3.0 Persons Affected


3.1 Classified and professional staff in the Dean’s Office
3.2 Supervisors in the Dean’s Office

3.3 COE Dean’s Office Fiscal Specialist/OWLS Timekeeper

3.4 COE Dean’s Office Financial Office

4.0 Definitions

4.1 OWLS is the Online Work/Leave System which tracks annual leave and sick leave accrued and used.  The used leave is updated monthly by the OWLS Timekeeper.

4.2 Exempt employees are not eligible for overtime as defined by the Fair Labor Standards Act and designated by job code by UW Compensation

4.3 Non-exempt employees are eligible for overtime as defined by the Fair Labor Standards Act and designated by job code by UW Compensation. 

4.4 Overtime hours per the Fair Labor Standards Act, are hours worked over 40 hours in a 7 day period.  These hours are paid at time and a half.  Employees may request compensatory time in lieu of pay.  These hours are also at time and a half.
4.5 Annual leave is vacation leave and is accrued at varying rates depending on service years.

4.6 For other definitions, refer to:   UW Employee Leave Glossary, http://www.washington.edu/admin/hr/timeleave/glossary.html 
5.0 Policy
In accordance with UW policy, each professional and classified staff member is responsible for reporting work/leave information to the department timekeeper on a monthly basis.  The hours worked and/or leave taken must be approved in writing (via form or email) by the employee’s supervisor.
6.0 Roles and Responsibilities

6.1 Employee – Fill out and submit time sheet/leave summary monthly to supervisor for signature (or send an email to supervisor, where appropriate).  Ensure appropriate approvals are included for any leave taken during the month.  
6.2 Supervisor – Review and approve employee leave requests and/or monthly time sheet/leave summary.  The supervisor is responsible for monitoring annual leave accruals as well.  Classified staff will lose annual leave accruals over 240 if they do not use them before their next anniversary date.  Professional staff will not be paid for annual leave accruals over 240, if separated from the University.   
6.3 Timekeeper – Enter time sheet/work summary information in OWLS.  If there are questions (e.g. documentation is not included or hours do not add up), contact the employee to resolve.  Follow up with employee and/or employee’s supervisor if information is not submitted in a timely manner.
6.4 COE Dean Financial Office – Conduct annual audit of OWLS records for each employee in COE Dean’s Office and programs.  Follow up with employee & supervisor to correct if any discrepancies are identified.
7.0 Procedures

7.1 Time sheets or other work/leave summary should include appropriate documentation (see table of leave types) and written approvals.  These should be turned in monthly to the OWLS timekeeper.
The type and number of hours of leave taken, or hours worked, should be noted, either by the appropriate abbreviation for monthly work/leave summary or in the appropriate column for classified or overtime-eligible staff time sheets.  
7.2 Upon separation, an eligible employee will be paid for his/her unused annual leave balance based on the employee’s regular salary at time of separation.  Classified staff will receive payment for all unused hours.  Professional staff will be paid for a balance up to a maximum of 240 hours.
7.3 For classified staff, any leave taken during the probationary period will extend the probationary period by the amount of leave taken.  Transfer or promotion before completing the probationary period may result in having to complete another probationary period starting on the date hired to the new position.

7.4 Procedures by Employment Type
Overtime Eligible (professional and classified):

· Report hours worked and leave taken (see table for leave types and documentation requirements).
· Submit monthly time sheets including time worked, leave taken and type of leave taken with supervisor signature plus any backup documentation. 
· For verbal approvals, please send an email to your supervisor and include his/her approval reply with your work/leave summary or time sheet.
· An employee’s supervisor may deny leave requests if an employee does not submit time sheets/work summaries in a timely manner or until employee provides information on current leave balances.
Overtime Ineligible:

· Report any leave taken (see table for leave types and documentation requirements).  Also report any long-term changes to schedule such as flex schedules, changes in % FTE, etc.
· Submit either a monthly summary  with supervisor signature or email listing work/leave during the month with appropriate documentation (see table).  Programs that have their own timekeeper may elect to set up a policy whereby overtime-ineligible employees submit individual leave approvals to the timekeeper in lieu of a monthly summary.
· For verbal approvals, please send an email to your supervisor and include his/her approval reply with your work/leave summary or time sheet.
· For months in which no leave is taken, send an email to the timekeeper and cc your supervisor or submit a monthly work/leave summary with supervisor’s signature.
· If taking less than a full day of leave, please list number of hours of leave taken and hours worked.
· A supervisor may deny an employee’s leave requests if an employee does not submit time sheets/work summaries in a timely manner or until employee provides information on current leave balances.
Commonly used leave types and documentation requirements:

	Leave Type & Abbreviation
	Work/Leave Summary Requirements
	Special Considerations

	Annual Leave (A)


	Annual leave hours should be pre-approved.

Include written approval of annual leave taken with your time summary (email or form).

	For classified staff, the total must not exceed 240 hours on their anniversary date or excess hours will be forfeited, unless an extension is filed with HR Operations before reaching 240 hours if the employee can not take leave to bring it under the 240 hour limit due to work load by the anniversary date.
For professional staff, it is strongly recommended that the balance also not exceed 240 hours.  Although the hours may be carried over, only 240 hours will be paid out at separation.

	Bereavement Leave (B)
	Include approvals with your time sheet.
	This is available for the death of family members only.

	Civil Leave (C)
	Documentation of orders to serve must be provided.
	

	Compensatory Time Used (CU)
	Use of these hours should be pre-approved.  
	Must be used before annual leave.

	Compensatory Time Accrued (CA)
	Accrual of these hours needs approval.  Include approvals with your time sheet.  
	Comp Time must be used before Annual Leave unless you are classified staff and close to the 240 hour threshold.  This must be used or paid out by December 31 for professional staff and used or paid out by June 30 for classified staff.

	Discretionary Leave (D)
	Use of these hours should be pre-approved and the approval included with your time sheet
	Discretionary leave must be used before annual leave.  Discretionary leave must be used by December 31 or will be forfeited, unless an extension (up to 90 days beyond December 31) is filed.  This is not available to classified staff.
Unused discretionary leave will not be paid and will not transfer to a new organizational unit.

	Holiday Time Accrued (HA)
	Accrual for Holiday at your FTE rate. If you normally work more hours on that day, you are responsible for making up the time difference either through working extra on another day or taking another form of leave to make up the difference.  If you normally work less hours, the difference will be accrued. 
	Holiday time must be used before annual leave unless you are classified staff and close to the 240 hour threshold.   This must be taken within 90 days of accrual for professional staff and used by June 30 or paid out for classified staff.

	Holiday Credit Used (HU)
	Use of these hours should be pre-approved and the approval included with your time sheet.
	Must be used before Annual Leave.

	Leave Without Pay (L)
	Leave without pay normally is requested in writing by the employee and approved by the supervisor.  This should be included with your time sheet.  
	

	Military Leave With Pay (M)
	The employee must be under military orders and a copy given to the department at the time of the leave request.  
	A maximum 15 working days per year (Oct. 1-Sept. 30) is allowed for military training leave with pay.

	Military Leave Without Pay (MWO)
	The employee must be under military orders and a copy given to the department at the time of the leave request
	

	Overtime Worked and Paid Out (OP)
	Work and payment of these hours needs approval.  Include approvals with your time sheet.  
	

	Personal Holiday (PH)
	Use of these hours should be pre-approved in writing and the approval included with your time sheet. 

This is equivalent to one day at the FTE at the time it is taken.
	Must be used by 12/31 or is forfeited. 

	Shared Leave Used (SH)
	
	This is not available unless you have filled out the proper paperwork, it is approved by HR, and approved hours have been donated to you.

	Sick Leave (S)
	When pre-approved for appointments, etc. please include approval.  Sick leave might require after-the-fact approval for unplanned absences. 
	


8.0
Related Resources:
http://www.washington.edu/admin/hr/roles/ee/leaveholiday/index.html
http://www.washington.edu/admin/hr/
8.0 Content Creator:
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9.0
Effective Date:
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