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A. There are normally twenty-six (26) pay periods a year. All employees are to be paid every 
two (2) weeks for the two (2) week immediately preceding payday. Payday shall be each 
alternate Thursday. The biweekly seventy (70) hour payroll period for all employees is 
from 12:01 a.m.  Sunday through 12:00 midnight the second Saturday following.  (Overtime 
is calculated on a weekly basis. See Section 5.07 Overtime and Flex.) 

 
B. A time sheet must be completed by each employee, signed by their supervisor, or in their 

absence by other supervisory, or management staff.  
 

C. If a holiday occurs on a payday, paychecks will be issued the preceding day, except under 
extenuating circumstances, in which case paychecks will be issued as early as possible. 

 
D. When an employee terminates his employment from the agency his final paycheck will be 

mailed to the forwarding address given by the employee to the Agency.  
 

E. If an employee has a specific question or problem regarding his paycheck, the employee 
should talk with staff in the Agency’s Fiscal Department. 

 
F. Supervisors are responsible for managing employee work schedules. 

 
G. Pay advances of any kind are not permitted. 

 
H. No paychecks will be issued to anyone other than the employee unless prior arrangements 

are made in writing, to the Fiscal Unit, by the employee. 
 
GUIDELINES 
 
Definition: 
 

HOURS WORKED – On the time sheet, the times actually worked for a work day. 
 
TIME OFF – Refers to paid leaves of absence including vacation time, personal days, and 
sick leave.  On the time sheet, an employee records the number of hours on paid leave. If an 
employee is off for less than a whole day, he/she records the time off as well as the number 
of hours worked. 
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FLEX EARNED – On the timesheet, when total hours for the two week period exceeds 70, 
any paid time between 70 and 80 hours is considered flex time earned.  Permission to use 
flex time must be obtained from an employee’s supervisor. 
 
OVER TIME – Any time worked over 40 hours a week is considered overtime.  Permission 
to earn overtime hours must be obtained from an employee’s supervisor. 
 
PAY PERIOD – Means, for state agencies, the fourteen-day period of time during which the 
payroll is accumulated, as determined by the director. (OAC 123:1-47-01(54)) 

 
PROCEDURES 
 
A. Each employee must sign the time sheet.  

B. Each supervisor must verify and sign the time sheet.  

C. Time Sheet General Instructions 

1. For full time staff, a workday includes a one-hour unpaid lunch period. Exceptions should 
be reflected when entering the times in for the given work day.  For fulltime staff, the 
workday is 7 hours. 

2. Remember- no flex time can be earned until after 70 hours are completed for a pay period. 

3. Do not record time worked while on Beeper Duty on the Time Sheet. Use the Beeper Duty 
Reimbursement Request form. 

4. For staff participating in a Nontraditional work schedule, total hours for a week will equal 
the number of hours declared on the Schedule form for the time period. No additional time 
(flex) is earned until you have exceeded 70 hours for the pay period. 

July 18, 2007/sg 

D. Instructions for Excel Version Bi-Weekly Time Sheet 

1. Save the worksheet copy to your “P” Drive (the drive with your name) by selecting “File” in 
the top upper left hand corner of the screen, choose “Save As” from the drop down menu 
and then click the drop down arrow in the “Save In” box and select your drive.  In the file 
name, put the period that the time sheet covers (e.g. 1-4-09 to 1-17-09).  Close the file on 
the shared drive and go to My Computer, double click, find your “P” drive and open it.  You 
should then see your copy of the time sheet. 

a. Employee Name:  Record your last name (comma) and first name.  Example (Doe, 
John). 

b. Pay Period Begin & End Date:  Enter the begin date of the pay period and the end 
date and all the dates associated with each day of the pay period will auto-populate.  
A schedule for time sheet dates is on the shared drive in the “Time Sheet” folder.  
The schedule includes holidays that fall in the period. 
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c. Week 1 and Week 2:  Type in the actual time in and time out for each day you 
worked, including time taken for lunch (Except for hours worked on a Holiday, these 
are recorded in a different field).  Example:  Time In 8:30 (space) AM and Time Out 
12:00 (space) PM, and Time In 1:00 (space) PM, and Time Out 4:30 (space) PM.  
Note:  Times recorded must include “AM” and “PM” (NO PERIODS) and there must 
be a space between the time and the “AM” or “PM” designation, so that hours 
worked field will calculate automatically.  If the daily total displays “# value”, the 
format of time in/out needs to be corrected. 

d. Hours Worked:  This field is automatically calculated for you if the time in/out fields 
have been properly formatted. 

e. Holiday Worked:  (With Prior Supervisor Approval) Record the number of hours 
actually worked on an Agency Holiday in this field.  Note:  You should record the 
In/Out time in the block called “Explanation of Other”.  Hours worked on an Agency 
Holiday must be captured separately to apply premium pay. 

f. Paid Holiday:  (Not Worked) – Record the number of holiday hours for which you 
should be paid.  Holidays will be considered a 7-hour day for all full-time employees. 

NOTE: Part-time employees shall receive holiday pay on a pro-rated basis, based on the 
daily average of actual hours worked, excluding overtime hours worked, in the previous 
calendar quarter. The figure shall be calculated for the preceding calendar quarter on 
the first day of January, April, July, and October of each year.   ORC 124.18 

g. Other Paid Hours:  Record the number of hours of Other Paid Time Off in each day 
where this type of absence occurred.  Other paid hours include time where the 
employee is not working but the time is paid.  Examples include jury duty, funeral 
leave, Employee of the Quarter and other time off with pay granted by the Agency 
Director.  ** DO NOT RECORD time off for vacation, sick leave, personal days or 
family sick leave in this field. 

h. Explanation of Other:  State the reason for the time recorded in the “Other Paid 
Hours” column, e.g., jury duty, funeral leave, etc… This is also where you record the 
time in and out when you work on an Agency Holiday. 

i. Flex Time Used:  Record the number of hours of flex time used to cover approved 
time off in the week. 

E. Vacation, Sick Leave, or Personal Days 

NOTE:  Sick or personal time used to continue your pay during an approved FMLA leave, 
requires checking the box to the right of the hours recorded. 

1. Vacation:  Record the number of hours of vacation taken. 

2. Sick Leave:  Record the number of hours of sick leave taken. 

3. Personal Days:  Record the number of hours taken off for a personal day.  Personal days 
may be taken off in 15 minute increments.   
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4. Beeper:  Record the number of hours taken off for beeper time earned. 

5. Daily Totals:  This field will automatically calculate. 

6. Total Hours 1st and 2nd Weeks:  This field will automatically calculate. 

7. Hours Eligible for Time and one half:  This field will automatically calculate. 

8. Unpaid FMLA:  For each day of the week that you normally work, record the number of 
hours that you were not available to work because of FMLA absence.  Only record a 
number here if you have no paid time off (vacation, sick, personal, flex, beeper) to cover 
the absence. 

F. Flex/Overtime Distribution: 

1. Hrs/ Elig. For Time & ½:  Field calculates automatically. 

2. Overtime Hours to be Paid:  Enter the number of hours at time and ½ that you want to 
be paid for.  If all time and ½ hours are to be used as flex, enter “0”. 

G. Flex Time Record 

1. Balance Brought Forward:  Record the balance from the previous time sheet. 

2. Straight Flex Time to be Paid: Record the number of flex hours you wish to be paid for. 

NOTE: The remainder of the fields in this section calculate automatically. 

3. Employee Signature:  Sign your name in the space provided. 

4. Supervisor Signature:  Give the completed time record to your supervisor.  The 
appropriate supervisor must sign the Time Record, certifying its accuracy.  Both the 
employee and the appropriate supervisor must initial any changes made to this form. 

H. Flex Earned: 

1. For each week that flex is earned, the daily detail is to be indicated on the time sheet in 
the “Explanation” section for supervisory approve. 

2. A running total of flex hours earned and used will be recorded and maintained by and 
within the fiscal department. Employees, who desire to be paid for flex earned, must 
indicate this on the time sheet in the “Straight Flex to be Paid” or “Flex Overtime to be 
Paid” sections. An employee completing a “Time Off” request, should indicate the 
number of “Flex Hours” being utilized in the appropriate section of the time sheet and 
submit it to the appropriate supervisor for approval.  Fiscal will notify the individual 
employee if the requested time is not available. 

 
REFERENCES 
 
ORC 124.18 
OAC 123:1-47-01 
Chapter 5.07 of the Personnel Policy Manual (Overtime, Flex and Beeper Time) 

http://codes.ohio.gov/orc/124.18
http://codes.ohio.gov/oac/123:1-47
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Form: Beeper Duty Reimbursement Request 
 
 Procedure Approved: 4/22/2013  

Procedure Revised: 4/16/2013    
  


	F. Supervisors are responsible for managing employee work schedules.

