Psychology Department 

Payroll and Personnel Procedures
TIME and ATTENDANCE 


Monthly Employees

Exempt and non-exempt monthly timesheets are required to be submitted no later than 5 business days after the end of the payperiod. Timesheets require accurate accounting of all absences for the month, the employee’s signature as well as the signature of their direct supervisor. Timesheets also record leave usage and accrual. 


Hourly Employees

Hourly timesheets require accounting of all actual hours worked by day during the payperiod. The funding source and employee and direct supervisor signatures are required. Hours worked after the deadline for timesheet submission are paid in arrears. 
PAYROLL CHECKS

Payroll checks are received and distributed by the Front Office Coordinator no later than noon on the scheduled paydate. Employees receive notification via e-mail on the paydate and after ten business days have passed. Checks are logged upon receipt and payees sign the log at distribution. Unclaimed checks are returned to the Cashier’s office after 30 days. The Check Log is archived by the Payroll Assistant. 
ABSENCES and OVERTIME 

Overtime must be approved by the supervisor in advance. Approval of overtime and absence from work is documented by the supervisor by signature on the timesheet. Approval of any exceptional request is documented by attachment. 
Leave balances are monitored by the Payroll Assistant on a monthly basis using department spreadsheets- one for office staff, one for research staff. Any discrepancies are researched and corrected. All employees are advised of approaching leave accrual maximum balances at three months before projected maximum and every month thereafter until balance is reduced. 
EXPENDATURE TRANSFERS/ PAYROLL ADJUSTMENTS 
All transfers are processed by the Payroll Assistant at the request of other Financial Services staff via the Payroll Adjustment form. The Payroll Adjustment form is approved by the Financial Services Manager before hand. The form is archived in paper form by the Payroll Assistant in the appropriate file and electronically on the I-drive. 
PROCESSING and REVIEW

Prior to the close of the MO cycle, the Payroll Assistant:

· confirms no pending appointments with Academic Personnel

· creates payroll activity report and records timesheets for pay cycles

· records any off-cycle activity for month

At posting of ledger (approximately by the 10th of each month), Human Resources Generalist pulls payroll info for previous month and Earnings Distribution Report- both in excel format. 

Human Resources Generalist reviews ledger, earnings distribution report and payroll activity report for accuracy. Forwards to Director for final review and signs SAS-112 log. 
The Payroll Assistant is responsible for reconciling timesheets and other payroll materials associated with extramural funds on at least a quarterly basis. 

EMPLOYMENT 
Authorization to hire is confirmed either by email or by completion of the department employment authorization form by supervisor. Hiring paperwork is completed, entered in HRMS and filed by Human Resources Generalist for all department appointments. The Payroll Assistant acts as back-up. 
PERSONNEL RECORDS

Personnel records are maintained by the appropriate staff:

Faculty
· Academic Personnel Coordinator
Non-Faculty Academic, Postdoc and Visitors
· Academic Personnel Associate 

Staff and Students
· Human Resources Generalist 

HRMS 

Personnel Actions are entered by appropriate staff:



Faculty
· Academic Personnel Coordinator
· back-up Academic Personnel Associate 

Non-Faculty Academic, Postdoc and Visitors
· Academic Personnel Associate 

· back-up Academic Personnel Coordinator

Staff and Students
· Human Resources Generalist 

· back-up: Payroll Assistant

After HRMS entry is made, the Financial Services Manager and Director of Administration receive printed Earnings Distribution page with document authorizing transaction. The Earnings Distribution page is initialed by both and filed in the employee’s payroll file.  
