m1 DEPARTMENT
OF CORRECTIONS

Policy Number: 104.450
Title: Payroll, Leave, and Overtime Requests

Effective Date: 10/1/26XXXX9/4/18

PURPOSE: To process employee bi-weekly payroll accurately and in a timely manner, ensure
payment is in accordance with applicable bargaining agreements and pay plans, provide a system for
leave and overtime requests, and define a routine payroll review procedure.

APPLICABILITY: Department-wide

DEFINITIONS:

Employee Sself-sService — Self SService is available to all every-State of Minnesota-MMB-website

containing employee timereportingteave;-and is seeured-and-accessed securely by a user ID and
password Self SSerV|cepay—5t-u-b—m£e¥mat+eﬂ—t-haie is used by employees to complete payrollertertime
e ime and human resources tasks

preiesswnai and step by step instructions for accessing, navigating, and completing tasksnetsubjectte
the-overtime provisions-of thislaw.

_Familv Medical Leave Act (FMLA) Guideline — Refer to:

o  Poliey 103270 “Familyand-Medical Leave Act Policy 103.270, "Family and Medical Leave Act"
o HR/ARPoliey#1409: Family-and-Medical Leave Act FMEAYHR/LR Policy #1409: Family and
Medical Leave Act (FMLA)

e HR/ARProcedure #1409P: Familyand-MedicalLeave ActHR/LR Procedure #1409P: Family and
Medical Leave Act
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Overtime — hours worked in excess of a non-exempt employee's normal work schedule that were pre-
approved or ordered and compensated in accordance with overtime provisions of the appropriate
bargaining unit agreement. -Special rules apply for exempt employee overtime.

Payroll departments — separate identification numbers for each area of supervision, created by payroll

and staff assigned by agency human resources and finance. with-employees recordsineluded-

PROCEDURES:
A. Employee rResponsibilities.s Each employee requesting non-military leave must:
1. A Eaehormslevoorosnostine nes matliaploovommust
-17$ubm|t requests for Ieave to their superwsors in advance R—Feqaesies—feHeave—and

using the system or procedurereudtine reqwred by the supervisor.
a) If leave is- unforseennetfereseeable, an employee must notify theirhisfher
supervisor(s) as soon as possible.

b) Managerial plan employees are exempt from this requirement.

2. 2——Ensure there is reguestsforleave-have-a-enoughsufficient leave to cover all leave
requests balanceavailable-by the date the leave is scheduled to be taken. -Leave

cannotmay-ret be used in the same pay period whichwher it is earned, including vacation
hours earned for a holiday.

Some collective bargaining agreements (“CBA”) may allow comp time earned to be used after the
day it is -earned within the same pay period. -Refer to your yriercontractCBA for further

guidance.

3. Submit overtime requests to the appropriate supervisor using the system or
proceduresreudtine required by the supervisor.
a) Non-exempt employees may earn overtime in accordance with the CBA-uhrienr
contract governing theirthatemployee's position. Allay scheduled overtime must
be approved in advance by the appropriate supervisor.

b) Exempt employees are generally-not NOT-authorized to earn overtime unless
otherwise indicated by their CBA-bargainingagreement or plan.

c) The following exception may apply if consistent with the terms and conditions of
the applicable CBA-bargainingagreement or plan:
(2) Exempt employees may be grantedgiven sSpecial pRroject status when
permitted-allewable by CBA or plan centractoerplan-and approved by the
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aAssistant c€ommissioner or dBirector/mManager over the functional
area.

(2) All special projects must be approved in advanced by completing the
Special Project Request form (attached) prior to receivinge sSpecial
pProject status and eligibilityliibty for overtimetereceiveovertime:

(3) iti—Copies of all approved Special Project Request forms must be sent to

payroll.

Ensure the employee’sattheir timesheetthe-employee’s-timerecord is accurate and reflectsfer
actual hours worked, leave taken, and other relevantpertinent pay information, using
proper earn codes. Hours worked should not be rounded. -See Conversion Table —
Minutes to Decimal Hours (attached).

5. Add comments to the timesheet for items such as pending FMLA, paid parental leave,
Minnesota Paid Leave (MPL), jury duty, military leave, work comp, ESST, hours less than
80, election judge service, holiday differential, and any other unusual circumstances.

b)) -

5——Complete their timesheetthe-empleyee’stimerecord no later than 10:00 A.M. on
the last day of each pay period, unless a payroll staff person or the employee’s
supervisor requires an alternate deadline.

C' -
6———Complete the timesheettimerecerd in advance of any planned absence spanning
the end of a pay period and/or multiple pay periods.

d -
#———Provide theirthe-empleyee’s supervisor with all pertinenrelevantt back-up documents

required such-asjury-duty-summons,-or-doctor'sorders:

7
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f)

Any shift exchange not completed upon leaving the DOC will be paid back
following contract language and/-or agency guidelines.

B. -
&———Manager, #sSupervisor, or £dBesignee rResponsibilities. Each manager, supervisor, designee

must:supervisorresponsibilities{approvers)
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i M#raintain an appropriate timekeeping record system, (for example,{example: leave

slips, overtime slips, shift exchanges, electronic scheduling system, e-mails, calendar
attendance record, approved special project form), to monitor work hoursmenitering
woerk-heurs, leave usage, overtime approved or assigned, and shift exchanges.

Maintain tFhese records in accordance withmustbe-maintainedfollewing the Minnesota

4.

Department of Management and Budget (MMB)MMB Record Retention Schedule, which
isthe-eurrenrequires retention for the currentt year plus three (3)three{3)} fiscal years.

3.  |f2——Eachsupervisorand-manager designated as a primary approver, -review
timesheetstimesheets-mustbereviewedreview timerecerds for the assigned payroll

department.- TimesheetsHmerecords must be reviewed for accuracy by comparing them
with the sen-with-a-timesheettimerecerd system, approved leave and overtime requests,
shift exchange slips, appropriate payroll coding, and other appropriate documents or
reports.

Ensure that employee An-empleyeelswork hours areheurswerked sheuld-rotbenot

rounded up-

3——Managers and supervisorsreflect themust-be-the actual time worked. -See Conversion

Table — Minutes to Decimal Hours (attached).

3.—Taketake corrective action as necessary by returning timesheetstimerecerds with

errors to the employee.

a) a)——If it is not possible to reach the employee to make the change, the
supervisor may make the appropriate adjustments and follow up with the
employee.

b) Reasons for the changes must be noted as comments in the timesheetstime
records and reviewed with the employee.

After verifying timesheetstimerecerds and resolving validation errors, -managers,
£supervisors, fdesignee must re-validate, approve, and load payroll departments by the

established communicated-payrollend-ofthe last day-ofeach-pay-pericdunlessan
asltersotedeadinehasboon established-deadline.

5————When a planned absence prevents a payroll department's primary approver from
reviewing employee time records, a backup approver must be arranged-designated to
complete the review by the established payroll deadline.- By direction of MMB, the use
of backup approvers must be limited, and such approvers must be at a supervisor or
manager level.

a)- Each back-up approver must notify the primary approver and employee of any
changes made during the review, including a comment in the time record stating
the reason for the change.
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b) Back-up approvers must also include a comment explaining why the backup
approver, rather than the primary approver, is approving the time records. -A
single comment in the first timesheettimecard of the payroll group is sufficient.

86. An employee must not approve their the-employee’s-own timesheetstimerecerds.

&———Supervisors must forward all military orders; and jury duty summons to payroll staff and

regional human resources-statf-and-al-medical-documentsto-humanresourcesstaff.

108S. If the employee is on unpaid FMLA-uapaid status and is unable to complete a
timesheettimerecord, the manager, £supervisor, or Zdesignee must submit a
timesheettimerecord to the payroll department unless the employee returns to paid
status or FMLA is exhausted.

10——Managers, /supervisor, or £designees-and-supervisers must note the reasons for
completing timecards on behalf of feemployees as comments in timecardstime-cards.

11944, Upon the termination of an employee-frem-the DepartmentofCorrections, the

employee’s supervisor, fmanager, £designee must verify that all mutually agreed upon
shift exchanges were completed by the employee prior to the employee’s last working
day. -If exchanges were not completed, the supervisor, fmanager, designee must sendt a
notice to the-finanee payroll staff before the last timesheet is approved.

C.Rayrol st

1b——Payroll staff areis responsible for reviewing =
1—Reviewing-athassigned payroll departments valldatlng, and resolvmg any errors,+-accordance

with-the-precedures and

2———PBuringpayrel-processing employee pay based on approved timesheets.
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adj-HSI-mEFR—S—R-et-&H%Hg—HEFH-HeH{—d-GGHmEH—ta-HGH—In accordance Wlthaeeeré-ng MB

guidelines. This must be Ferecerdsretentionschedule:

the week foIIowmg payroll the-w
supervisorpriorte-processing for all -

6——Printing the payrolregisterreport-document-direct FIHP2062—A-payroll completed by
DOCsupervisor-or-designated staff familiarwith-payroll-must review, sign,and-date thisreport.
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INTERNAL CONTROLS:

A. Time and leave information is recorded in employee self-service and maintained in the statewide
payroll system.

B. Payroll reviews/audits are retained in financial services.

C. Payroll reports and other documentation is retained in accordance with the MM Bfirancial
serviees record retention schedule.

STATE CORRECTIONAL FACILITY SECURITY AUDIT STANDARD: None

FORMS: Soocial Proicet R c

- onTable— M Decimal

ACA-STANDARDS:+—4-4040

REFERENCES:

Minn. Stat. §§ 241.01 and 43A.1815
Financial Services “Audit Guide — Payroll Entry Review”
Policy 103.270, "Family and Medical Leave Act"

HR/LR Policy #1409: Family and Medical Leave Act (FMLA)

HR/LR Procedure #1409P: Family and Medical Leave Act

HR/LR Policy #1435, Paid Parental Leave (PPE)

HR/LR Policy #1337 Sick Leave

Minnesota Management and Budget Payroll Operating Policies and Procedures

REPLACES: Policy 104.450, “Payroll, Leave and Overtime Requests,” 4/17/18.
All facility policies, memos, or other communications whether verbal, written, or
transmitted by electronic means regarding this topic.

ATTACHMENTS: Special Project Request Form (104.450A)
Conversion Table — Minutes to Decimal Hours (104.450B)

blene
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https://www.revisor.mn.gov/statutes/cite/241.01
https://www.revisor.mn.gov/statutes/cite/43A.1815
https://policy.doc.mn.gov/DOCPolicy/PolicyDoc?name=104.450.pdf
https://mn.gov/mmb/assets/1409-fmla-pol-consolidated_tcm1059-233700.pdf
https://mn.gov/mmb/assets/1409P--FMLA_tcm1059-233699.pdf
https://mn.gov/mmb/assets/1435PaidParentalLeave_tcm1059-334099.pdf
https://mn.gov/mmb-stat/policies/1337-sickleave-effective-1-1-2025.pdf
https://mn.gov/mmb/accounting/payroll/operating-policies-and-procedures/
https://ishare.doc.state.mn.us/sites/finance/StaffPayroll/Shared%20Documents/DOC%20Special%20Project%20Form%2006.16.2025.pdf
https://ishare.doc.state.mn.us/sites/finance/StaffPayroll/SiteAssets/SitePages/Home/Conversion%20Table%20-%20Minutes%20to%20Decimal%20Hours.pdf

APPROVALS:
Commissioner of Corrections
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