
[iJNIU/. 
Facilities Management FACILITIES MANAGEMENT DEPARTMENT 

POLICY: I:29 AIM Timecard for Pay 
Procedure Review: Annually 

I. INTRODUCTION

The Facilities Management (FM) payroll assistants, in cooperation with department supervision and the
Human Resources Leave Specialist, are responsible for processing hours worked for wage and hours
worked, leave time earned and used for classified employees, as reported by the department. The
following procedures outline the timekeeping process in FM while maintaining consistency with
university policy and federal and state wage hour regulations.

II. PURPOSE

Accurate time and attendance records are required for compliance with the Fair Labor Standards Act
(FLSA). FM uses AIM to track timecards to promote environmental stewardship, increase data security,
streamline and improve tracking and reporting methods within the department.

III. RESPONSIBILITIES

A. Executive Director of Facilities and Construction - Responsible for overall implementation of the
procedure.

B. Directors, Managers, and Supervisors - Responsible for ensuring employees in their department
are informed of the procedures and provide necessary oversight to assure integrity of data.

C. Payroll Assistants - Utilize and follow pay practices as defined to construct accurate pay records.
Attempt to identify and correct pay cycle errors for monetary payment.

D. Payroll Assistants' Supervisor and Budget Manager- Endorse proper reporting and verification of
time records prior to submitting for payroll processing to assure appropriateness of pay in
accordance with this procedure.

E. Employees - Responsible to comply with university policies and departmental procedures related to time
and attendance, confirming leave time earned, and overtime is paid correctly for each pay cycle.
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Attachment "A" 

Payroll Codes/Process Cheat Sheet Classified 

H -Holiday -Will need to be populated into each classified employee timecard for each date designated by the 
University. If any hours are worked by classified employees during designated holiday, then Employee will 
enter OT time for those hours. All President-granted leave is now considered holiday. 

PP- Premium Pay- Pay earned at a higher rate (one and halftimes pay) for hours worked outside normal shift 
when physical work hours have not exceeded 40 hours (FSLA rules). 

STD -Short Term Disability- Up to the first seven days associated with STD (more likely five working days) 
will need to have leave associated with it. For the first seven days, the time type will need to be some leave type 
that employee has available to them in MyMadison other than STD (WP-STD will need to be in the notes on 
timecards). Once the seven day is complete, the type of time will need to be STD. The leave types may not be 
known until HR receives the information from the employee. Once time is entered into MyMadison, FM payroll 
will adjust the timecards to reflect the correct leave type taken if different from what supervisor has entered. 

ST - Sick - If employee calls in sick, then employee should use sick leave if available, it not then other leave 
( except community service and bereavement leave) will need to be used and noted on timecard in notes area as 
"sick".) 

L WOP -Leave without pay would be used if an employee is approved absence without pay in excess of 14 
calendar days. See JMU policy 1319 for specifics. 

TL - Time loss -Occurs when the amount of total leave taken exceeds the total amount earned. If an employee 
calls in and has no remaining leave, they would be in time loss. Supervisors may also grant time loss by a 
request and are responsible for conveying the details to Human Resources as soon as the time loss occurs. The 
employee's check will be adjusted to reflect the decrease in hours paid. 

OT- Overtime-Used for all hours worked outside normal shift. Employees must have physically worked 40 
hours within a workweek to receive OT. Once the system recognizes they have worked 40 physical hours, each 
hour thereafter will be recorded as overtime pay (1.5 times their regular working hour rate of pay). 

PP-A, OT-A, & CE-A - Codes are for FM Payroll use only. These codes are used for adjustments for OT and 
PP that failed to be submitted in the correct cycle. These are for Payroll corrections only. 

Weather Codes: 

N -No Work while University Closed- University closed due to weather and no work performed. 

Pre-scheduled leave for essential employees during universitv closing -If an essential employee is 
scheduled off prior to inclement weather, they will be given "N" time instead of using leave if University is 
closed. If an essential employee calls in the day of event, then they will need to use leave. 
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