Time and Recordkeeping Requirements for Overtime Eligible Employees

Revised 4/2009

Time and Recordkeeping requirements are defined by the Federal Fair Labor Standards Act (FLSA) and the Washington State Minimum Wage Act. Under these laws University Departments must maintain daily/weekly work time records for those employees covered by overtime requirements.  This includes all WPRB OT eligible employees, SEIU Local 925 (CSA) employees, Professional Level 1 employees and Hourly employees.

For monthly-paid employees the department’s web-based weekly timesheet is used to record work and leave hours, including overtime. Completed timesheets are reviewed by administrative staff and transferred into the university’s Online Work/Leave System which is the official work/leave record-keeping system for UW monthly-paid staff. For hourly paid employees, the UW’s web-based weekly timesheet is the official record documenting the employee’s actual hours worked, regardless of whether overtime is due.  

The department’s timesheet for overtime eligible staff is slightly different from professional staff who are not eligible.  The primary distinction is that overtime eligible staff must fill in the total hours worked each day in addition to any leave taken (sick, annual, or other).  Overtime exempt staff will only be able to fill in hours that are taken as leave time. 

Department Review and Overtime Payments
The department’s policy is that overtime must be approved in advance by the supervisor.  However, according to federal regulations, if the employee works overtime, the department must pay the employee or award comp time according to the employee’s wishes. 

The weekly timesheet automatically calculates overtime according to the data entered by the employee. If the employee indicates that O/T is to be paid, the supervisor is required to enter a budget number supporting the O/T prior to approving the timesheet. This triggers the timesheet to appear in a special report for the department’s central payroll coordinator to make sure she is aware that overtime is to be paid and what budget should be charged. 

The OWLS timekeeper 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 your OWLS timekeeper know. The Department will keep the approved timesheets for the required period of time and for auditing purposes.  

