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Resource for Managers:
Introducing the New Timesheet to Student Employees/Supervisors


To assist you in introducing and implementing the College’s new timesheet 
             in your area, please consider the following:

· Method of Sharing the Information.  Each department leader will be determining the manner in which their area will introduce the timesheet, whether it is through larger group meetings, small meetings by each supervisor with his or her direct reports, etc.  Some areas may be very comfortable implementing the timesheet on their own; others may desire additional help.  Employee Information Services & Payroll is available to work with you to develop a plan that meets your department’s needs.
· New Timesheet Q & A.  Employee Information Services & Payroll has prepared a Q & A that is designed to provide a clear overview of timekeeping requirements and to answer questions that might arise in the process.  It is intended that however you choose to communicate the new timesheet to your student employees, you should also distribute this Q & A to hourly student who complete timesheets, department supervisors with responsibility for reviewing and signing timesheets, and financial or office student with timesheet processing responsibilities.  
· Supervisor’s Responsibilities.  Many supervisors rely on their student employees to accurately report their time, and may have questions about whether they can truly “sign off” on timesheets which state that the employee began or ended work at a certain time, and which they might not have been present to witness.  Please be assured that:

· The new timesheet is not expected or intended to change the trust relationships that exist across the College between student supervisors and student employees.
· The new timesheet should not change the manager/employee relationship in terms of level of supervision.  
· The sole purpose of implementing the new timesheet is to ensure that employees are paid for all the hours that they work and that EIS/Payroll has documentation which both accurately reflects those hours worked and fully complies with the law.  
Those with responsibility for introducing the new timesheet to students should be sure to communicate to their employees that this is not expected to change the way that they have been working together.
· Meeting Preparation:  

· Review the Q & A carefully so that you understand the reasons for the timesheet requirements and are comfortable discussing them with employees. 

· Be prepared to discuss and/or answer questions regarding your departmental and local practices with respect to:

· Whether and under what circumstances your department allows employees to work through lunch with supervisor permission.
· Informal break period protocols of your department.
· Local policies on eating at workstations.
· Some students may be concerned that the timesheet requirements for specific in and out times mean that the College does not trust them to report their time. Please assure your student that the College’s concern is solely about ensuring accurate pay and complying with state law.  (See the section above regarding Supervisor’s Responsibilities.)

· Questions?  If you have additional questions about implementing the new timesheet in your area, please contact Employee Information Services & Payroll.
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