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POLICY 
It is the policy of the State Board of Psychology to ensure that all staff members and members of 
the Board are remunerated for their Board activities in an accurate and timely manner in accord 
with the requirements established by DAS.  Members of the Board are remunerated for all Board-
related activities and travel on an hourly basis pursuant to established State guidelines.  
 
State payroll is entered biweekly by Board management staff, and all members are paid biweekly 
according to a predetermined 26-pay annual schedule, based on timesheets received from those 
who submit hours worked for a given pay period.  Delays in the receipt of timesheets can result in 
significant delays in payment.     

 
PROCEDURES 
 

1) To foster timely payroll for hours devoted to Board activities, the Administrative 
Professional 2 (AP2) shall, before the latter Friday of a pay period, send timesheets to 
each member of the Board via email. Members of the Board shall submit to the AP2 by 
fax or email the hours worked, by date, for each day of the given pay period, in advance 
of predetermined deadlines for the entry of member and staff time into OAKS. The 
biweekly timesheet shall be in a Microsoft Excel format, allowing the form to be 
completed electronically or by printing and completion by hand. Members shall submit to 
the PA2 by return email or fax a biweekly timesheet listing hours for the given pay period. 

2) The deadline for submission of hours shall be included on each electronic timesheet sent 
to members of the Board. 

3) Hours not received in time for processing for the pay period in question shall be 
submitted as early as possible following the missed pay period for processing for back-
payment. Payment for hours received after the deadline can be delayed for 2-4 weeks.   


