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Understanding Prorating Hours
Prorating hours is a method used to calculate an employee's pay for a specific time period when they
don't work a full schedule. This can occur for various reasons, like part-time work, unpaid leave, or if an
employee starts or leaves partway through a pay period. Here's how to effectively prorate hours:

Step 1: Determine the Standard Work Hours

First, identify the standard number of hours that the employee is typically expected to work in a given
period. For example, if a full-time employee works 40 hours a week, that’s your standard.

Step 2: Calculate the Total Hours Worked

Next, document the employee's actual hours worked during the selected pay period. For example, if
Izzie worked 30 hours in the week, this is the figure you will use for prorating.

Step 3: Identify the Pay Period

Establish the length of the pay period. For example, if you are calculating for a week, it is 7 days; if it’s a
month, it might be 30 days. Ensure you're clear about this timeframe.

Step 4: Calculate the Prorated Pay

You can now calculate the prorated hours based on the actual hours worked. Here’s the formula you can
use:

Prorated Hours = (Actual Hours Worked / Standard Hours) * Pay Period Hours

For example, if the standard is 40 hours (for a week) and Izzie worked 30 hours:

Prorated Hours = (30 hours / 40 hours) * 40 hours = 30 hours

Step 5: Determine the Payment

Finally, calculate the payment amount based on the prorated hours. If Izzie earns $20 per hour:

Payment = Prorated Hours × Hourly Rate = 30 hours × $20/hour = $600

Conclusion

Prorating hours ensures that employees are compensated fairly for the time they’ve actually worked. By
following these steps, Izzie can confidently calculate her hours and payment in a straightforward way.


