Monterey County Behavioral Health
Policy and Procedure

Policy Number 121

Policy Title Timecard Submission Procedure
References None
Form Time Card (Attachment 1)

Leave Request Form (Attachment 2)
Effective August 1, 1998

Revised: June 1, 2003
Revised: April 1,2008

Policy
All MCBHD employees will submit completed Time Cards (Attachment 1), in a timely (bi-weekly) manner,
to the Administrative Office.

Procedure

1. Timecard labels will be distributed to the clinics and administrative offices of the MCBHD, on payday.
2. Staff shall complete each time card in ink. Whiteout may not be used on the timecard. Errors must be
crossed out, making the appropriate changes, and then initialing each one.

3. All timecards are to be signed by the employee, as well as the employee’s supervisor.

4. Staff are required to use Leave Request Forms (Attachment 2) for all types of staff leave. They are to
be submitted to, and signed by, the supervisor.

5. Supervisors are responsible for:

a) Maintaining a monthly calendar folder with signed leave requests, as provided by the

administrative unit.

b) Reconciling timecards with each leave request.

1) Any discrepancies between the timecard and the leave request are to be handled between the
supervisor and the employee Timecards are not to be signed, or submitted, unless both

Documents are in agreement.

2) When the timecard is deemed accurate, the supervisor will forward the timecard, and any leave
requests, to a Behavioral Health Account Clerk in administration. The Account Clerk will file the

leave request in the employee’s folder and forward the timecard to the Health Department for final
processing.

c) Forwarding all timecards and leave requests to administration. When the leave request

overlaps a pay period, or several pay periods, the supervisor should forward the leave request with

all leave with the first time card and a copy with each subsequent time card which contains leave.

d) Notifying the Behavioral Health Account Clerk when changes are necessary to the timecard,

after submission i.e. changes due to sick leave, or other leave. When that occurs, the supervisor

will call the Clerk with the:

1) Employee’s Name and Employee Number

2) Type of Leave
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3) Number of Hours to be Recorded and/or Modified

4) Date(s) of the Change

5) Cost Account(s)

e) Submitting a revised leave request when necessary, with the appropriate signatures, as soon as
possible.

6. Timecards are received by noon on the Wednesday of the week of the pay period. At times, due
to holidays, employees may be requested to submit timecards earlier. Clinics will be notified when

that occurs.

Attachment 1
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