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Revised 4/2009
Level 2 and Level 3 professional staff do not receive overtime compensation and are not eligible for compensatory time. 
If there are changes at any point in the employee’s workweek or FTE, these must be submitted by the Supervisor to the Payroll Coordinator before the employee submits the weekly timesheet. Lynn Gose (lgose@uw.edu) must also be informed for payroll purposes.

Overtime exempt professional staff will only fill in hours that are taken as leave time on the timesheet. If you need to add clarification or have a question, please use the notes section. If you enter a note, please be aware that it is part of your record and that time timesheet may be accessed during an audit. While overtime exempt professional staff will not have their schedule or regular hours shown on the timesheet, they will still be credited with the full work week unless leave is reported.

The Payroll Coordinator will enter the information from the timesheets into OWLS (Online Work Leave System) Both the employee and the supervisor will receive a notification (PERM) from OWLS for review. If you note any problems, let the Payroll Coordinator know. The department will keep the approved timesheets for the required period of time and for auditing purposes.  

