Labor and Industry Rules and Calculations

For ESD 105 and ESD 123 WC Co-ops

Certificated Staff

Labor and Industry Rule #1:

All nine-month certificated employees will be reported at 1440 hours.  Use this rule for all nine-month certificated employees regardless of the number of hours the employee works per day.  This includes all certificated staff contracted to work between 170 and 190 days per year.

Suggested Software Calculation:

Use the Average method for calculation.

WESPaC – Enter ‘Yes’ in the WC Average column and 1440.00 in the WC Average Hrs column for the associated Employee Type.
SMS 2.0 – Check the Workers’ Comp Average box and enter 1440.00 in the Workers’ Comp Average Hours box.
WESPaC menu path:  HR\SE\CO\PR\ET (Employee Type Codes Maintenance may be done from the Setup, Payroll and Profile areas); 
SMS 2.0 menu path: WH\EP\PS\CO\ET.
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The average calculation is the Employee Types Workers’ Comp Average Hours field divided by 12 and then multiplied by the number of times to pay (usually 1 time to pay).

Labor and Industry Rule #2:
All other certificated staff will be reported at 160 hours per month worked, regardless of the number of hours worked each day.  Contract days worked in part of a month must be reported as 8 hours for each contracted day (beginning and/or end of contract).

Suggested Software Calculation:

Use the Average method for calculation.

1.  If the employee is contracted to work full months (no partial months at beginning and/or end of contract will be worked):

Calculate the annual hours based on the number of full months worked times 160 hours.

WESPaC -- Enter ‘Yes’ in the WC Average column and the total hours in the WC Average Hrs column for the associated Employee Type
SMS 2.0 -- Check the “Workers’ Comp Average” box and enter the total hours in the “Workers’ Comp Average Hours” box.
Examples:

Employee contracted for 10 months of employment:


160 hours x 10 months = 1600 hours / 12 months = 133.33 hours/month

Employee contracted for 11 months of employment:


160 hours x 11 months = 1760 hours / 12 months = 146.67 hours/month

Employee contracted for 12 months of employment:


160 hours x 12 months = 1920 hours / 12 months = 160 hours/month

2.
If the employee is contracted for both partial (beginning and/or end of contract) and full months:

a. Figure the number of full months worked times 160 hours.

b. Count the number of days worked in the partial months (beginning and/or end of contract) multiplied by 8 hours – not to exceed 160 hours reported for the month.

c. Add the calculated hours from ‘a’ and ‘b’ together to get the total hours.

d. If the contract has less than 12 payments, multiply the average hours per month by 12 to get the total annualized average hours**.
** The Average calculation made by the system is always based on 12 months; the district cannot change this.  When the number of payments on an employee contract is less than twelve (12) months then the calculation must be modified and the Average L&I Hours/Year must be increased to ensure that the total hours associated with the employee are reported correctly.

WESPaC - Enter ‘Yes’ in the “WC Average” column and the total hours in the “WC Average Hrs” column for the associated Employee Type

SMS 2.0 -- Check the “Workers’ Comp Average” box and the total hours in the “Workers’ Comp Average Hours” box of the Employee Type Code.

Example:

Certificated employee contracted for work starting September 18 – May 5.  This contract includes 10 days worked in September and 5 days worked in May.  There are 7 full months of employment plus 15 days worked at the beginning and end of the contract.  Employee is being paid 12 equal payments on the contract.


160 hours x 7 months = 1120 hours


15 days x 8 hours/day = 120 hours


1120 hours + 120 hours = 1240 hours / 12 months = 103.33 hours/month

WESPaC – Enter 1240 in the “WC Average Hrs” column for the associated Employee Type
SMS 2.0 -- Enter 1240 in the “Workers’ Comp Average Hours” box of the Employee Type Code.

Using the above example but the employee contract is being paid over 11 months the calculation is modified to obtain annualized hours, as follows:


1240 hours / 11 months = 112.73 hours/month


112.73 hours x 12 = 1352.76

WESPaC – Enter 1352.76 in the “WC Average Hrs” column for the associated Employee Type
SMS 2.0 -- Enter 1352.76 in the “Workers’ Comp Average Hours” box of the Employee Type Code. 
Important Notes regarding Certificated Staff and the Labor & Industry Reporting:

· Supplemental/Additional/Secondary Contracts:  Contracted personnel, whose hours worked are being reported under the average hours option, may sometimes enter into supplemental/additional/secondary contracts with the school district.  Such contracts, beyond the base nine month school year contract, might include after school programs, coaching, drivers education or similar assignments.  As long as these secondary contracts are limited to the nine month school year-i.e., they run concurrent with the base/primary contract they are considered covered under the average hours reported.


However, any hours worked under a supplemental/additional/secondary contract(s) during the summer break MUST be reported in the same manner as the base contact is reported, a consistent choice of either actual or average hours.  For those electing average hours, summer/secondary contracts will be reported as full 8 hour days for the duration of the secondary contract – i.e., as average hours.  Reporting actual hours for the secondary contract is not an available option under Policy 64.03 unless actual hours worked are also reported for the base nine-month contract.

· Substitute Teachers should be reported using the Actual calculation method.

· Maternity Leave, Terminations, Family Leave will all affect the L&I reporting.  If an employee falls into this situation, the district must recalculate total reportable hours for L&I based on the number of months worked and then make the necessary adjustments with the employee’s final payroll.

· The L&I Department at ESD105 will be checking to ensure that the appropriate hours have been reported for the district employees.

Classified Staff

Classified Staff are categorized into two groups as follows:

Exempt:  These employees are contracted and do not receive monetary compensation for overtime hours.  Examples are Business Manager, Maintenance Supervisor, Food Service Supervisor, etc.
Non-Exempt:  These employees are possibly contracted and when overtime hours are worked they are compensated monetarily.  Examples are Secretaries, Parapros, Cooks, Bus Drivers, Coaches, Maintenance and Operations, etc.
Labor and Industry Rule #1:

All Exempt classified employees will be reported at 160 hours per month worked.  The days worked in part of a month, beginning and end of a contract must be reported as 8 hours for each contracted day.

Suggested Software Calculation – Classified Exempt Employees:
Use the Average method for calculation.

1.  If the employee is contracted to work full months (no partial months at beginning and/or end of contract will be worked):

Calculate the annual hours based on the number of full months worked times 160 hours.

WESPaC – Enter ‘Yes’ in the WC Average column and annual average in the WC Average Hrs column for the associated Employee Type 
SMS 2.0 – Check the “Workers’ Comp Average” box and enter the average annual hours in the “Workers’ comp Average Hours” box.
WESPaC menu path:  HR\SE\CO\PR\ET
SMS 2.0 menu path: WH\EP\PS\CO\ET.
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Examples:

Employee contracted for 10 months of employment:


160 hours x 10 months = 1600 hours / 12 months = 133.33 hours/month

Employee contracted for 11 months of employment:


160 hours x 11 months = 1760 hours / 12 months = 146.67 hours/month

Employee contracted for 12 months of employment:


160 hours x 12 months = 1920 hours / 12 months = 160 hours/month

2.
If the employee is contracted for both partial (beginning and/or end of contract) and full months:

a. Figure the number of full months worked times 160 hours.

b. Count the number of days worked in the partial months (beginning and/or end of contract) multiplied by 8 hours – not to exceed 160 hours reported for the month.

c. Add the calculated hours from ‘a’ and ‘b’ together to get the total hours.

d. If the contract has less than 12 payments, multiply the average hours per month by 12 to get the total annualized average hours**.

WESPaC - Enter ‘Yes’ in the “WC Average” column and the total annualized hours in the “WC Average Hrs” column for the associated Employee Type
SMS 2.0 -- Check the “Workers’ Comp Average” box and total annualized hours in “Workers’ Comp Average Hours” box. 
Example:

Classified employee contracted for work starting November 13 – August 31 for 8 hours per day.  This contract includes 12 days worked in November and 9 full months of employment.  Employee is being paid 9 payments on the contract.


160 hours x 9 months = 1440 hours


12 days x 8 hours/day = 96 hours


1440 hours + 96 hours = 1536 hours / 9 months = 170.67 hours/month


170.67 x 12 months = 2048.04

WESPaC – Enter 2048.04 in the WC Average Hrs column for the associated Employee Type
SMS 2.0 -- Enter 2048.04 in “Workers’ Comp Average Hours” box of the Employee Type Code.  
** The Average calculation made by the system is always based on 12 months; the district cannot change this.  When the number of payments on an employee contract is less than twelve (12) months then the calculation must be modified and the Average L&I Hours/Year must be increased to ensure that the total hours associated with the employee are reported correctly.

Labor and Industry Rule #2:
All Non-Exempt Classified staff will be reported at actual hours worked including all overtime hours.

Suggested Software Calculation – Classified Non-Exempt Employees:
Can use either the Average or Actual method of calculation.

1.
Using the Average method of calculation:

a. Figure the number of workdays times hours per day worked.

b. If the contract has less than 12 payments, multiply the average hours per month by 12 to get the total annualized average hours**.

WESPaC - Enter ‘Yes’ in the WC Average column and the total hours in the WC Average Hrs column for the associated Employee Type
SMS 2.0 -- Check the “Workers’ Comp Average” box and enter the total hours in the “Workers Comp Average Hours” box.  

Example:

Classified employee contracted to work 183 days for 6 hours per day.  Employee is being paid 12 payments on the contract.


183 days x 6 hours = 1098 hours


1098 hours / 12 months = 91.50 hours

WESPaC – Enter 1098.00 in the WC Average Hrs column for the associated Employee Type
SMS 2.0 -- Enter 1098.00 in the “ Workers Comp Average Hours” box of the Employee Type Code
Important Note:
If using the Average calculation and the employee incurs overtime hours for payment, the district must include and report the hours to L&I.  The Average Hours on Table 1/Employee Type must be adjusted or the employee can be switched to the Actual calculation method (see below).

2.
Using the Actual method of calculation:

All hours paid to the employee are reported and taxable for the L&I calculation.

WESPaC - Enter ‘No’ in the “WC Average” column and leave the total hours in the “WC Average Hrs” column blank for the associated Employee Type
SMS 2.0 -- Leave the “Workers’ Comp Average” box unchecked and the “Workers’ Comp Average Hours” field blank.

Important Notes regarding Classified Staff and the Labor & Industry Reporting:

· Supplemental/Additional/Secondary Contracts:  Contracted personnel, whose hours worked are being reported under the average hours option, may sometimes enter into supplemental/additional/secondary contracts with the school district.  Such contracts, beyond the base nine month school year contract, might include after school programs, coaching, drivers education or similar assignments.  As long as these secondary contracts are limited to the nine month school year-i.e., they run concurrent with the base/primary contract they are considered covered under the average hours reported.


However, any hours worked under a supplemental/additional/secondary contract(s) during the summer recess MUST be reported in the same manner as the base contact is reported, a consistent choice of either actual or average hours.  For those electing average hours, summer/secondary contracts will be reported as full 8 hour days for the duration of the secondary contract – i.e., as average hours.  Reporting actual hours for the secondary contract is not an available option under Policy 64.03 unless actual hours worked are also reported for the base nine-month contract.

· Substitutes should be reported using the Actual calculation method.

· Maternity Leave, Terminations, Family Leave will all effect the L&I.  If an employee falls into this situation, the district must recalculate total reportable hours for L&I based on the number of months worked and then make adjustments according to the new months worked.

· The L&I Department at ESD105 will be checking to ensure that the appropriate hours have been reported for the district employees.

Additional WSIPC documentation for Workers’ Compensation:
WESPaC and SMS 2.0 Labor and Industries calculations can be found in the WSIPC Job Aid: Workers’ Compensation and Unemployment Calculations posted in SkyDocs.
You may also find the WSIPC Guide to Payroll: Workers’ Compensation useful for setting up Workers’ Compensation and generating Workers’ Compensation Reports.
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