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	EFFECTIVE DATE:       January 1, 2006

	SUBJECT: Daily Time and Attendance Functions and Reporting


I. POLICY/PURPOSE
It is the policy of the Office of Property Valuation and the PVA Administrative Support Branch to insure that uniform procedures are followed when recording time and attendance.  
II. BACKGROUND
It shall be the responsibility of the each employee/deputy and PVA to maintain daily time and attendance reports (DTAR) in the PVA offices.  DTAR and the Office timesheets shall be considered the official records of attendance for the PVA deputies.  PVAs are responsible for proper function, use and maintenance of these records.  
Falsification of records (DTAR) is a serious offense and may result in disciplinary action including reprimand, suspension or dismissal for the deputy.  DTAR and Office timesheets not only serve as the official document of time worked in the office, but they also serve as the official record of accumulated time balances.  
III. COMPONENTS:  DAILY TIME AND ATTENDANCE RECORDS

A. Employee work schedule (i.e. 8:00 am / 12:30 – 1:30 pm Lunch / 4:30 pm)
B. Full-Time Employee work schedule must total a 37.5 hour work week (“Certification of 37.50 Hours Work Week Form” must be completed by the PVA for the office available work hours schedule)
C. Signature of Employee/Deputy Section
D. Statement of Certification of Time & Leave for Payroll Reporting 
E. Comment Section/Leave Notation (i.e. Annual/Sick/Comp-Time)
F. Section for Supervisor Initial and Timekeeper to Sign
IV. RESPONSIBILITIES

A. INDIVIDUAL:  DEPUTY
1) Record hours worked using a sign-in sheet and/or daily timesheet.  
2) Submit DTAR to supervisor each pay period by the last day of the pay period. 
3) Record all leave time used and show in fifteen (15) minute intervals.  (.25 for each fifteen minutes)
4) Minimum of a 30 minutes lunch, per Kentucky Regulations.

5) Check leave balances each pay period and report any discrepancies. 
6) Voting Leave must be requested in advance and approved. 
7) Each employee must sign in/out each day and should not sign for someone else time, no exceptions (grounds for disciplinary actions).
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B. PVA 

1) DTAR and Office Timesheets are the official record of attendance.

2) DTAR reports are to be kept on each employee with no exceptions.

3) Changes that occur after submission of the timesheet must be reported within 24 hours of notification on an Amended Timesheet.

4) Timesheets serve as the official document of time worked in the office and of accumulated time balances.

5) DTAR and the Office Timesheet should reflect the number of hours worked on the day the work occurred for all employees.

6) Leave Request Form (available upon request) to be used by employees for scheduled absences such as annual leave or scheduled medical appointments.

7) All Records should be retained for a minimum of four (4) years.

C. PVA OFFICE:  SUPERVISOR
1) Review each Employee’s DTAR to ensure that above mentioned procedures have been adhered.
2)  Submit Employee’s DTAR to Timekeeper/PVA for approval on a timely basis.
D. PVA OFFICE: TIMEKEEPER/PVA (Internal Reporting)
1) Abide by the proper functions and maintenance of timekeeping records in conformity with:
a) Fiscal and Personnel Administration Manual

b) Retention Schedule

c) Fair Labor Standard Act
d) KRS and KAR (i.e. Labor Laws and Work Schedule)
2) Ensure that all leave time is recorded on the timesheet.
a) Comp-Time: All comp time must be recorded on the timesheet. Do not keep separate/inter-office records of extra hours worked to be used later.

b) Holidays must be recorded on the timesheet.
c) Leave time must be recorded on the timesheet when taken.

d) Employees should be allowed four (4) hours for voting leave if the leave is requested in advance.  Do not assume that all employees will be taking the voting leave and/or voting.  (101 KAR 2:102 allows, an employee who is eligible and registered to vote shall, upon prior request and approval be allowed, four (4) hours, for the purpose of voting).
e) Any changes needing to be made to a timesheet after it has been submitted must be recorded with a timesheet amendment.  Do not wait until the next pay period and show the adjustment on a different day or pay period. 
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D.  PVA OFFICE: TIMEKEEPER/PVA (Internal Reporting)

3) Sign timesheet each pay period.  Timekeeper/PVA signature shows the PVAs approval of the submitted timesheet.

a) The PVA may delegate the authority to approve timesheets in his/her absence to a staff member or timekeeper by advising the PVA Administrative Support Branch in writing.
4) Maintain employee records as confidential.

5) Each Employee DTAR record shall be kept in the PVA office and only the Office Timesheet should be submitted to the PVA Administrative Support Branch each pay period.

E. PVA OFFICE: TIMEKEEPER/PVA (External Reporting)
1) The Office Timesheet shall be faxed to the Branch no later than the close of business on the last day of the pay period (unless otherwise directed for Holidays and etc.).

2) Original signed timesheet must be mailed the same day.

3) For changes that occur after submission, contact the PVA Administrative Support Branch and complete an Amended Timesheet within 24 hours of notification.

4) Enter time and attendance into State Payroll system, if access has been granted per PTL instructions.

5) Verify and reconcile leave balances each pay period and submit the quarterly “Certification of Leave Balances Form” as directed.

6) Ascertain periodically by observation that the said employee/deputy is the person signing in and out.

F. FINANCE AND ADMINISTRATION CABINET:  PVA ADMINISTRATIVE SUPPORT BRANCH
1) Provide training to PVAs/Timekeeper on “Time Reporting”.
a) Conferences: Summer and/or Fall 
b) KY 49 course and any other requested
c) PVA Fiscal and Personnel Administration Manual
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F.  FINANCE AND ADMINISTRATION CABINET: PVA   

       ADMINISTRATIVE SUPPORT BRANCH

2)   Check each submitted office timesheet for accuracy and appropriate signatures of PVA or designated person.




3)   Maintain employee records as confidential. 
VI.
CONSIDERATIONS
A.   Workers Compensation: Employee’s DTAR and the Office Timesheets   

       serve as documentation.  If an employee is working at times not 
       documented it could jeopardize Workers Compensation benefits.
B.   Auditors of Public Accounts: Revised Agreed-Upon Procedures.

C.   Fair Labor Standard Act-Working over 40 hours per week without 
                               receiving overtime pay is a violation of Federal Labor (FLSA) laws.                   

                               (http://www.dol.gov/esa/regs/compliance/posters/pdf/minwageP.pdf
D.   Federal and State Labor Laws Requirements 
 (http://www.labor.ky.gov/esat/poswheng.htm)

VII.
 REQUIRED DOCUMENTS
A.  Daily Time and Attendance Record (DTAR) for Employee (i.e. 
                              Sign-In Sheet, Time Clock, Log-In System) MUST NOT BEAR 
                              EMPLOYEE SOCIAL SECURITY NUMBERS OR 
                              ANYTHING PERSONAL RELATED
                       B.   Certification of 37.50 hours work week for Full-Time Employee

                       C.   The Office Timesheet for the Submission to PVA Support Branch
                       D.   Timesheet Amendments
VIII.
REFERENCES
A.  PVA Fiscal and Personnel Administration Manual
B.  Auditor of Public Accounts
                        C.  Example Timesheets: Daily and/or Weekly and Leave Request Form
                        D.  Federal and State Laws and Regulations
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