SAVE HOME CARE
Timesheet Instructions

We appreciate you and the job you do for your client.  It is our goal to pay you on time, but you must help by following the below instructions.  Failure to follow the instructions could result in your check being late.  Please call the office with any questions.

1.  Always sign your timesheet.

2.  Always send the original timesheet and one copy.
3.  Always initial any changes you make on the timesheet.

4.  Never use liquid paper

5.  Mail your timesheet the last day you work on each timesheet.

6.  Do not add up your timesheet.

7.  Do not write in grand total box.

8.  Do not use pencil when filling out or signing your timesheet.

Timesheet Instructions

*** Do not date your timesheet; leave the grand total box empty; Do not use liquid paper on the timesheet.

Items on the time sheet:

· Month and year:  This is the pay period you are scheduled to work

· Scheduled hours:  These are the days and hours that you are scheduled to work.

· Authorized hours:  These are the number of hours that are authorized to work per week.
· You must complete the following items:

· Record of items:  You must fill in the number of hours worked each day

· Signature:  You must sign and deliver or mail in the timesheet to the office on the 15th on each month and the last day of the month.
· You must sign and deliver or mail the timesheet immediately if you stop working for your client for any reason.

Example:
Half-hours must be written as either .50 or ½


Sun. 
1
  --
If you do not work, draw a line or leave blank.


Mon.
2
1.00  
This shows you worked one hour.


Tues.
3
1.50   
This shows you worked one hour and 30 minute.


Wed.
4
1.25  
This shows you worked one hour and 15 minutes.


Thu. 
5
1.75   
This shows you worked one hour and 45 minutes.

Corrections:

To correct a mistake, you must draw a line through the amount of hours and write the correct amount of hours above the old amount and initial it.  You must write your signature on the bottom left corner of the timesheet on the line above the words “employee Signature.”  We must have an original signature.  If you write your name in any way, even if your pen skips, you must draw a line through your entire name.  Rewrite your name again on the top of the incorrect signature and initial it.  If you do not put your initials next to the amount of hours that were charged, or by signature that was rewritten, the timesheet will be returned to you, delaying your paycheck.

Timesheets for work done anytime between 1st and the 15th of the month should be mailed to the office on the 15th of the month.  These timesheets will be processed at the office.  Save Home Care Inc. will then send out a check for these timesheets on the 16th of the following month for work done between the 1st and the 15th of the previous month.

Example:


Provider started work ………………………………….March 24

Provider mailed timesheet……………………………...March 31


Paycheck mailed………………………………………..April 15


Seven working days later……………………………….April 26

If you have not received you paycheck after 7 working days from the day it was mailed.  PLEASE call the office at 361-855-9393.

IF YOU TURN YOUR TIMESHEET IN LATE, YOUR TIME WILL NOT BE PAID UNTIL THE NEXT PAY PERIOD, NO EXCEPTIONS.  Please turn in your timesheet promptly and be sure to sign it as requested.  Your cooperation is appreciated.

Pay Dates

Pay dates are the 1st and the 16th of each month

If the 1st or the 16th fall on a Saturday, you will paid on the Friday before.

If the 1st or the 16th fall on a Sunday, you will be paid on the following Monday.

Time worked from the 1st – 15th is paid on the 1st of the following month.

Time worked from eh 16th – 31st is paid on the 16th of the following month considering timesheets were properly submitted.  Timesheets that are turned in late will cause a delay in your paycheck.

Checks that are being mailed from the office – please give it a couple of days to be received in the mail.
