Time Sheet Training

How to Fill Out Timesheets:
1. Fill in dates for the pay period.  
a. Pay period starts the Saturday after payday.
b. Dates must be in mm/dd/yy format.

2. Every day you work, put the time your shift started in the section labeled “Time IN.”  Put the time your shift ends in the section labeled “Time OUT.”
a. Times must be written in 12hr format.
b. Times must have AM and PM indicated.
c. If you work multiple shifts, please use the additional “Time IN” and “Time OUT” areas.  
d. If you work more than two shifts, please use additional timesheets to fill in the times you worked.  
e. Each day begins at 12:00AM and ends at 11:59PM.  If you work past midnight, put your end time for the first day as “11:59PM” and your start time on the following day as “12:00 AM.”

3. For every day you work, put the total hours you worked in the section labeled “Total Daily Hrs.”
4. Initial the supports you did each day you work.  
a. Do not bill for supports which are not listed in the care plan.
b. If you initial “Other” indicate in the “PCA Notes” section what you helped with.

5. At the end of each week, put the total number of hours worked for the week in the sections labeled “Total WK 1 Hrs” and “Total WK 2 Hrs.”

6. At the end of the pay period, put the total number of hours worked during the pay period in the section labeled “Two Week Total.”


7. Cross off any days you did not work.

8. In the section labeled “PCA Notes,” indicate the dates of any hospitalization your consumer may have had; any situational notes you may wish us to take notice of.

9. In the section labeled “Print DSP Name,” print your name.
a. Please make sure this is legible

10. In the section labeled “DSP Signature/Date,” sign your name and date your signature.
a. Date must be in mm/dd/yy format
b. Please note: You are signing a LEGAL Document.  It is a Federal Crime to provide false information on PCA billings for Medical Assistance payment.  MCIL will investigate and report suspected fraud.

11. In the section labeled “Print Consumer Name” have the consumer or the RP print the consumer’s name.

12. In the section labeled “Consumer Signature/Date” have the consumer or the RP sign and date their signature to verify the timesheet is correct.
a. Date must be in mm/dd/yy format







How to Submit Time Sheets:
1. Timesheets from MCIL are in triplicate form.  The top form, the white one, is the Original Copy.  This copy is for MCIL.  The other two are for you and your Consumer so you have a record of your hours submitted.  
a. If you choose to download the timesheet from our website (http://pas.mcil-mn.org/)   MCIL recommends you make additional copies for yourself and your consumer.

2. MCIL accepts timesheets in three formats.  
a. Original Copies dropped off or mailed
b. e-mailed to payroll@mcil-mn.org
c. faxed to 651.603.2036

3. Timesheets are due by the 4:30PM Monday following payday.
a. If a timesheet is not received by 4:30PM on the Monday following payday, it is considered late and will be processed on the following pay period.
b. If you are unable to submit a timesheet by 4:30PM on the Monday following payday, prior to the time due, please contact Kat Gordon at 651.603.2039 or via e-mail catherineg@mcil-mn.org so we can make arrangements to accept your timesheet late.  This is an option that is offered for emergencies only, and the request may be denied.
c. It is the DSP’s responsibility to insure the timesheets are submitted and received by the date and time they are due.  Even if the DSP chooses to delegate that responsibility to someone else (including Consumers and RPs), it is still the DSP’s responsibility.
d. If a DSP chooses to fax or e-mail a copy of the timesheet, the DSP must verify receipt by contacting the Payroll Administrator by phone (651.603.2039) or via e-mail: catherineg@mcil-mn.org.  If the DSP does not verify receipt and the timesheet is not received, it is considered late and will be processed on the following pay period.

4. If the DSP chooses to submit timesheets via fax or e-mail, they must submit an Original Copy to MCIL by 4:30 on the Wednesday following payday.
a. MCIL will not process any timesheet that is not an Original Copy.
b. It is the DSPs responsibility to make sure an Original Copy of the timesheet is received by MCIL by the date due, even if the DSP delegates this responsibility to someone else, including the Consumer or RP.

Special Circumstances:
1. If you have multiple Consumers you are working for, use separate time sheets for each of them.  

2. Overtime (OT) is any time worked past 48 hours each week.  You may not work OT unless you are given express permission ahead of time. 
a. First time – timesheet will be paid, and a warning issued.
b. Second time – timesheet will be returned for resubmission without OT.  The DSP will be written up.
c. Third time – time sheets will be returned for resubmission without OT.  The DSP will face consequences up to termination.
d. MCIL reserves the right to go to any of these consequences as we feel necessary.

3. DSPs may *not* work more than 275 hours in a single month.  
a. This includes all hours worked as a DSP – even for multiple agencies.
b. If MCIL finds out, after paying the DSP, the DSP has worked more than 275 hours in the month, MCIL will do a takeback on the next check.

4. DSPs may not work more hours than are available in the service agreement issued to the Consumer by DHS or UCare.
a. If a DSP works over the number of hours in the service agreement, MCIL will pay the number of hours available at normal wage, and any hours over at minimum wage.
5. DSPs may occasionally get notices from MCIL to stop work in 10 days.  This is due to issues the Consumer may be having with their insurance or Service Agreement.  Due to HIPPA requirements, MCIL may not discuss the reasons for the notice with the DSP.
a. If you receive a 10 day stop work notice, do *not* go back to work until the HR Generalist has given you a go ahead.  The go ahead to work will be given by phone.  Please make sure you have an active number with MCIL to insure prompt communication.
b. If a DSP works after the 10 day notice is up, without permission from MCIL, MCIL will not honor the timesheets submitted with that time.
6. Errors on Timesheets:
a. Timesheets are audited between the Monday and Wednesday following payroll.  If there are mistakes, MCIL does make a good faith effort to contact the DSP for correction.  This is a service we do because we want our DSPs to get paid on time.  This does not mean that MCIL is responsible for contacting DSPs regarding errors on their timesheets.  It is the DSP’s responsibility to make sure their timesheets are filled out according to the standards put into place by DHS and MCIL.
b. If we do not have an active number, or are unable to reach the DSP in time for the timesheets to be processed, the timesheet with the error will be mailed back to the DSP, along with a letter detailing the error and how to resubmit on the following pay period.  Please make sure we have an up to date address for you to ensure prompt communication.









I, _____________________________, have had training on how to fill out timesheets and timesheet regulations and policies have been explained.  I understand that timesheets are legal documents and when I sign them I am stating that the timesheet is accurate.  
I understand that MCIL will attempt to contact me if there are errors that are seen during the timesheet audit period.  However, I do understand that it is my responsibility to fill the timesheets out correctly and if they are not filled out correctly, I may have to wait until the following pay period to have my timesheet processed.  I also understand that it is my responsibility to get the timesheets in on time, even if I choose to delegate that responsibility to someone else.
I understand that it is my responsibility to contact the Payroll Administrator if I have questions or concerns regarding my timesheet, filling out timesheets, time I am billing for, etc.  
I understand that I may not bill for time until the Human Resources Generalist gives me permission.  I understand that I may not bill for time worked prior to the date I am given permission to bill for, unless other circumstances have been made with MCIL.
I understand that if I receive a “stop work notice” I may not bill past the date that I have been told to stop working on until I receive notice from the Human Resources Generalist.  At that point, I may bill for past time worked only if I am given express permission by MCIL to do so.
I understand that if I have questions or concerns regarding any issues, it is my responsibility to contact MCIL and speak with the appropriate in-office staff.  

__________________________________________  (signature)
__________________________________________ (print name)
____________ (date)
