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L. The district overpaid eight The district will be transitioning Grom a The dislriet will be piloting the autonsnted | Chief Talent Officer Pilot - 11/20135

emplayees an amount (otaling
£10,922.34 for duplicate hours

paper based system for processing
avertime payments 1o an astomaged
overtime solulion by February 2016, "fhe
atamated overlinie solution wilt
eliminate overpayments since any
overtine hours worked will be captiered
thru biomelric Nngerprio scans.

All overtime hours will be approved by
the department bead or designee before
the houwrs are forwarded to payrolf for
processing.

Manual processing of overtime payments
will oceur only when the bivmetric
fingerprint scanner is unavailable or
inoperable. In those eases, the houss
worked woukd Be entered into 1he
limekeeping system, via a historical edit,
which will be visible in (he system to
document ihe hours worked and prevent
duplicutions. Any historicat edit for
overtinee will require the department
head’s approval.

overtime solution in November 2015,
This pilet will include 1,100 overtime
cligible employees from Facilities,
Security and Central Hfice. The pilot
wil oceur for 4 pay periods to allow any
issues or concerns 10 surface and be
resalved within this controfled group of
emplayees. Once the remedies (or any
issues are implemented, the momated
process wilt roltout district wide.

[ixecutive Director, Employee Services
Chiel Information Officer

Department Head (Designated Qvertime
Approver}

District-wide Rolloul - 2/ 2016




The distriet Failed (o provide
supporling documentation for
overleme paymends lotaling
$36.619.00

Diistrict employeos use bionketric finger
seans Lo clock inand out of work. These
geans capture the honrs from the
cmployees” regular work schedule and
overtime hours worked. 1owever, 1he
district’s limekeeping systens currently
reeognizes and exports for payment only
hours worked in the enployee’s regular
wark schedule. In order to compensle
employees who work overtime, the
district uses a manuat process. The hours
an employee worked would be capiured
on an Overtime Request Forin which
would be reviewed or approved by the
employee's supervisor, timekeeper,
departiment head, and payroll, Once (he
hours are approved, they would be
batched by our 1T Deparneent and
manually entered mto PeopleSolt for
payment. Due to the volume of
paperwork invalved it is Jikely that many

olthese forms were mispliced or missing,

The automated overtime solution wil)
climinate this manuat process for
compensating overlime. The majority of
overtime hours will be approved by the
depaitment head prior to the hours being
worked, However, there will be
occasions when overtime hours are
unplanned due to an emergency or
neeessary (o support operational needs.
In these cases, overtime houes wilf not be
paid uzless e deparinent head approves
the overtime hours worked,

The automated overtime solution has
been condigured to process and export all
approved overtime hours worked from the
timekeeping system to the payroll system
lor processing, This streamiined process
will eliminate any paperwork associated
with paying overtime hours since alt
nours will be captured vin biometric
finger scans, processed by the limekeeper
and approved by the depariment head in
the timekeeping system. All of the
required docwmentation, speciticalty the
department head’s approval wil be
captured amd stored in the Kronos systen,

Chief Talent Officer

Executive Director, Employee Services
Department Head (Designnted Overtime
Approver)

Director o Payroll

Pilot ~11/2013
Distriet-wide Rotlout 2/ 2016

3

Hours worked were not
cateulated properly for one
member of the Service
Employees lnternational
Unton — Local 617 during ¥Y
2013-2014

The automated overtinie solulion ensures
that employees are compensated al the
upprepriate rate for overtime
cornpensation which will efiminale
complianee issues and leelp control labar
Costs,

The sutomated vvertime solition containg
the contractual rules (o ensure thag
employees are compensated in
cenipliance with the reguirements sl
forth in their colleative bargaining
agreements. Overtime rules will be
updated in accordunce with changes i
the colteclive bargaining agreements.

Chief Talent Olficer

Exceulive Director, Employce Services
Chief faformation Oflicer

Director of Lubor Relations

1672013




4. The districe did not comply
with its policy that overtime
Tmuesl” be pre-approved in
writing.

The wutomated vvertime selution is
designed 1o ensure that only howrs
approved by a department head wit] be
exporied o the payroll system for
pyment.  [tis poteworthy 1o mention
that we will he updating NPS® Overstime
Policy to address cireumstances when
avertime is unplanned or neeessary due ta
aperational needs. 1 those cases, (he
Department [ead would need 1o approve
these hours in Kronos before they are
exported to Payroll for processing.

The automated overtime solution ensures
that overtime is approved by a depanntent
head before payment Is processed by
ayroli.

Departimem Tlead (Designated Overtime
Approver)
Director of Payroll

Pilol — 1172015
District-wide Roitow 2/ 2016

3. Overtime was not always paid
within the conlractuaily
required time frame,

The manual OT process did nol guarantee
the timely submission of Overtime
Request Forms to ensure tat payments
would de processed in segordance with
the contrackial agreements,

Tl sutomated overtime selition ensures
that afl approved hours worked (regular
and overtine) will be exported 1o payrel]
for payment within the sanwe pay period
Heat the hovers are worked. This will
ensure that we are in compliance with the
timelrames sei Torth in the contractual
apreenmends.

“The responsibility of processing and
approving overtime hours will reside with
the department head and timekeeper,

Any failure to conply with the timely
processing of overlime hours will he
nuneaged accordingly.

Departnent Head (Designated Qverlime
Approver)

Pilet - 1172015
District-wide Rollownt 2/ 2016

6. Ovenime reporling forms

; {timeslcets), which document
employee avertime hours,
were not abways approved for
paymeit by the required
SupeIvisors,

The mutomated overtime solution las the
necessiry safeguards in place to ensure
that overtime howrs are approved hy (e
employee’s department head before the
hours are exported 1o payroll for pavment.

The automated OF solutiva is in {ulf
complinnce with the district’s overtime
policy which requires that it is approved
by a department head before payment,

Departaent Head (Designated Overtinte
Approver)
Director of Payzoll

Pilot~ 11/2015
District-wide Rulfout 2/ 2016

7. Overtime was not caleulated
canectly for Local 32
employeus.

Vi

The gutomasted overtime selition ensurcs
Lhat the appropriate contractual
requirenents are met Tor all employees
depending on the employee’s contructual
agreemel.

,‘"7

The rules lor governing overtime
paymenis for alt employees are adigned
with the District’s contraciual
agreements. This will ensurg chat the
rules set forth in Local 32 are applicd o
lhose employees when we are
compensaling for overtime payments.

Chicf Talenl Officer

Ixecutive Director, Lmplayee Services
Chiel Information Giticer

Director of Lubor Relationg

Pilot - 11/2013
District-wide Rolloul 2/ 201 6
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