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The Department of General Services has developed a standard policy regarding the capture of time for employees in Work Week Group 4C through the departmental Project Accounting and Leave (PAL) system.  The use of a consistent practice for entering time will ensure that the department is not in violation of FLSA, and the data in the system will be uniform for departmental reporting purposes.





The departmental policy for WWG 4C employees will be to report actual time expended by project but the charging of leave in 8 hour increments for managers and supervisors will not change.  For those 4C employees that are not excluded, the current practice of charging leave in either 8 hour increments or for actual time used should continue.  The bargaining units which represent each rank and file 4C employee will control the manner in which leave usage is charged.





BACKGROUND:   The development of the Activity Based Management System (ABMS) created an automated financial/human resources system for the Department of General Services which captures the time employees expend on specific functions (projects/leave).  This system triggered the need to develop a policy for capturing 4C employee time.  Employees in Work Week Group 4C are primarily managers and supervisors.





From a human resources perspective, 4C employees are unique in that they are not hourly employees and do not earn overtime.  They are salaried employees and expected to work whatever hours necessary to do their job.  As verified by DPA, there is no FLSA violation for WWG 4C timekeeping for cost distribution purposes as long as we do not change an employee’s pay nor hours as a result of the information collected.  The ABMS will not issue overtime pay for 4C employees even if the time input in PAL shows time worked is over 40 hours/week. Concurrently, 4C employee pay will not be impacted if the time input in PAL is less then 40 hours/week.





From a fiscal standpoint, and with the advent of the ABMS, the department is now able to track the actual number of billable hours by employee regardless of work week designation.  As the result of this historical data being available at such a detailed level, the department will be in a much better position to establish more accurate rates to ensure our customers are billed fairly for the services provided.  Additionally, as part of the internal budget hearing process, the financial position of each office is reviewed annually, and should an office recover more assets than needed, their rates will be adjusted to recover less than their costs.  In summary, safeguards are in place to ensure our customers are treated fairly from a financial perspective such that allowing 4C employees to record actual time worked in PAL will not adversely impact our customers.
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CONCLUSION:  The capture of actual time expended on a project will not negatively impact human resources requirements, and will be beneficial from a financial perspective by providing departmental management with a clearer picture of actual costs expended for products and services.





If you have any questions regarding this policy, please call Lynn Catania at 323-7472 or Debra Bouler at 322-5991.














DEBRA BOULER, Chief


Office of Human Resources





DB:JM:LC





cc:	Personnel Liaisons


	Attendance Clerks


	OHR Staff
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