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Overtime Eligible Positive Time & Leave Reporting
Question & Answer Sheet
What is TLR (Time and Leave Reporting)? 
Time and Leave Reporting is an on-line reporting system to report time worked and leave taken.  Overtime-eligible employees must report hours worked and leave taken per the Fair Labor Standards Act (FLSA).  Employees not eligible for overtime may use TLR to report leave taken, but are not required to report hours worked.
Where do I find TLR?
The link to the Intranet is:  https://www.shoreline.edu/tlr/.
What is the Fair Labor Standards Act? 
The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, recordkeeping, and child labor standards affecting full-time and part-time workers.  

Who determines if a position is overtime eligible?   
The Human Resource Office determines the overtime eligibility status for all positions based upon criteria established by the US Department of Labor. 
Why do I have to fill out the Time and Leave Reporting?
The Fair Labor Standards Act (FLSA) requires records be kept on total hours worked each workweek for employees in overtime eligible positions to determine when they are eligible to receive overtime compensation.  The WFSE Collective Bargaining Agreement also requires overtime-eligible employees to report time worked in accordance with a positive time reporting process (Article 7.8).
How often do I submit my Time and Leave Reporting Timesheet?


Your TLR timesheet needs to be submitted to your supervisor the first business day following each pay period. 
Why do I have to submit a separate paper overtime slip?
Overtime and additional hours require pre-approval from your supervisor and may be hours worked under a different budget than your regular job.  Separate paper forms for additional hours and overtime must be submitted to Human Resources to ensure accurate and timely payment.
What is the difference between my workweek and work schedule?
Workweek: The workweek is what is used to determine when you are eligible for overtime.  The normal workweek begins Sunday at 12:00 a.m. and ends Saturday at 12:00 midnight.
Work Schedule: Your work schedule describes the days and hours you are scheduled to work.  
Who retains the Time and Leave Record?  How long?
The College must centrally retain these records for six years.  
Does every employee have to use TLR?
All classified and administrative/exempt must use TLR to conform to the Fair Labor Standards Act and to report leave.  Faculty will continue to use paper Reports of Leave.
When am I eligible for overtime? 
All hours worked in excess of 40 during the workweek are paid at time and one half.  Hours worked, for overtime purposes only, include:  all hours actually spent performing the duties of the assigned job, rounded to the next quarter hour; travel time required by the Employer during normal work hours from one work site to another or travel time prior to normal work hours to a different work location that is greater than the employee’s normal home-to-work travel time and all travel in accordance with applicable wage and hour laws; paid leave; holidays; and any time not listed below (Article 8).
When am I not eligible for overtime? 
Work for overtime purposes does not include:  shared leave; leave without pay; additional compensation for time worked on a holiday; and time compensated as standby, callback, or any other penalty pay. 
How soon after I submit my overtime slip will I get paid for the overtime?
The paycheck in which you receive your overtime will vary depending on when overtime was worked and when the pay period ended. 
Examples:
If you work overtime and your overtime slip is turned in for the dates in the pay period of 1 – 15, your overtime will be reflected in the paycheck on the 25th.

If you work overtime and your overtime slip is turned in for the dates in the pay period 16 – 30/31 your overtime will be reflected in the paycheck on the 10th. 
Authorization and Report of Extra and/or Overtime Hours forms must be submitted to Human Resources no later than the 1st and 16th of the month to insure payment on the next pay date.
When do I receive comp time?  
Compensatory time may be accrued in lieu of monetary compensation only by mutual agreement between the employee and supervisor.   Compensatory time must be pre-approved, documented and submitted on an Authorization and Report of Extra and/or Overtime Hours.  
Am I eligible for overtime pay if I work extra time beyond my daily work schedule?
Most overtime eligible positions do not receive overtime compensation for hours worked beyond their daily schedule.  If you are unsure if your position is eligible for daily overtime, please ask Human Resources.
Do paid leave hours (vacation, sick etc.) count as time worked when determining overtime?  
Paid leave counts as time worked.  

Do paid state holidays count as time worked when determining overtime?
Yes.  
Is supervisory approval required for overtime work?
An Authorization and Report of Extra and/or Overtime Hours form must be submitted for supervisory pre-approval to work more than their regular work schedule in advance. Overtime eligible employees must be paid for all hours worked whether overtime has been approved or not. However, employees who work unauthorized overtime hours may be subject to corrective action.
Can my Collective Bargaining Agreement set different requirements? 
Collective bargaining agreements may have overtime provisions which can supplement the requirements of federal and state law. Overtime provisions of collective bargaining agreements and civil service rules differ so it is important to understand the provisions that apply to a particular position. See Article 8 of the Collective Bargaining Agreement regarding Overtime.
Can my supervisor require that I adjust my schedule at the end of my workweek to avoid paying overtime?
In most cases the supervisor may require that you adjust your regular work schedule.  See 
Article 7, Hours of Work, in the Collective Bargaining Agreement regarding work schedule changes.
Where do I get Extra Hours/Overtime forms?
 NCR forms may be obtained from the Human Resource Office.
Do I still have to turn in leave forms and Extra Hours/Overtime forms?
You do not need to turn in leave forms, but you do need to turn in Extra Hours/Overtime forms.  The process for turning in extra hours/overtime forms has not changed.

Will I be paid if I don’t submit my TLR timesheet?
Yes.  This form does not affect your regular pay unless you report leave without pay or submit an Extra Hours/Overtime form.
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