m DEPARTMENT
OF CORRECTIONS

Policy Number: 104.450

Title: Payroll, Leave, and Overtime Requests

Effective Date: 10/1/26

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 Self-Service — Self Service is available to all State of Minnesota employee and is accessed
securely by a user ID and password. Self Service is used by employees to complete payroll and human
resources tasks online. The system also provides guidance and step by step instructions for accessing,
navigating, and completing tasks.

Family Medical Leave Act (FMLA) Guideline — Refer to:
e Policy 103.270, "Family and Medical Leave Act"
e HR/LR Policy #1409: Family and Medical Leave Act (FMLA)
e HR/LR Procedure #1409P: Family and Medical Leave Act

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.

PROCEDURES:
A. Employee responsibilities. Each employee requesting non-military leave must:
1. Submit requests for leave to their supervisors in advance, using the system or procedure
required by the supervisor.
a) If leave is unforseen, an employee must notify their supervisor(s) as soon as
possible.
b) Managerial plan employees are exempt from this requirement.
2. Ensure there is enough leave to cover all leave requests by the date the leave is

scheduled to be taken. Leave cannot be used in the same pay period which 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 CBA for further guidance.
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3. Submit overtime requests to the appropriate supervisor using the system or procedures
required by the supervisor.
a) Non-exempt employees may earn overtime in accordance with the CBA governing
their position. All scheduled overtime must be approved in advance by the
appropriate supervisor.

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

c) The following exception may apply if consistent with the terms and conditions of
the applicable CBA or plan:

(2) Exempt employees may be granted special project status when permitted
by CBA or plan and approved by the assistant commissioner or
director/manager over the functional area.

(2) All special projects must be approved in advanced by completing the
Special Project Request form (attached) prior to receiving special project
status and eligibility for overtime

(3) Copies of all approved Special Project Request forms must be sent to
payroll.

4, Ensure the employee’s timesheet is accurate and reflects actual hours worked, leave
taken, and other relevant 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) Complete their timesheet 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) Complete the timesheet in advance of any planned absence spanning the end of a
pay period and/or multiple pay periods.

d) Provide their supervisor with all relevant back-up documents required for
processing their timesheet.

e) All shift exchanges must be completed in accordance with the applicable CBA or
plan.

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

Manager, supervisor, or designee responsibilities. Each manager, supervisor, designee must:
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Maintain an appropriate timekeeping record system, (for example, leave slips, overtime
slips, shift exchanges, electronic scheduling system, e-mails, calendar attendance record,
approved special project form), to monitor work hours, leave usage, overtime approved
or assigned, and shift exchanges.

Maintain these records in accordance with the Minnesota Department of Management
and Budget (MMB) Record Retention Schedule, which requires retention for the current
year plus three (3) fiscal years.

If designated as a primary approver, review timesheets for the assigned payroll
department. Timesheets must be reviewed for accuracy by comparing them with the
timesheet system, approved leave and overtime requests, shift exchange slips,
appropriate payroll coding, and other appropriate documents or reports.

Ensure that employee work hours are not rounded up and reflect the actual time worked.
See Conversion Table — Minutes to Decimal Hours (attached).

Take corrective action as necessary by returning timesheets with errors to the employee.
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 timesheets and
reviewed with the employee.

After verifying timesheets and resolving validation errors, managers, supervisors,
designee must revalidate, approve, and load payroll departments by the established
payroll deadline.

When a planned absence prevents a payroll department's primary approver from

reviewing employee time records, a backup approver must be 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 backup 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.

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 timesheet of the payroll group is sufficient.

An employee must not approve their own timesheets.

Supervisors must forward all military orders and jury duty summons to payroll staff and
regional human resources.
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10. If the employee is on unpaid FMLA status and is unable to complete a timesheet, the
manager, supervisor, or designee must submit a timesheet to the payroll department
unless the employee returns to paid status or FMLA is exhausted. Managers, supervisor,
or designees must note the reasons for completing timecards on behalf of employees as
comments in timecards.

11. Upon the termination of an employee, the employee’s supervisor, manager, 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, manager, designee must send a notice to the payroll staff before the last
timesheet is approved.

C. Payroll staff are responsible for reviewing assigned payroll departments, validating and resolving
any errors, and processing employee pay based on approved timesheets.

D. The review or audit of payroll must be documented in accordance with MMB guidelines. This
must be completed during the week following payroll processing for all payroll completed by
DOC staff.

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 MMB record
retention schedule.

STATE CORRECTIONAL FACILITY SECURITY AUDIT STANDARD: None

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)
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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://mn365.sharepoint.com/:w:/r/sites/DOC-Policy/Policy%20Attachment%20Archive/104.450A.docx?d=w88b65172738944148fa9204734e75967&csf=1&web=1&e=RCdI2N
https://mn365.sharepoint.com/:b:/r/sites/DOC-Policy/Policy%20Attachment%20Archive/104.450B.pdf?d=wf81459032079411aaca508c8e6f266a5&csf=1&web=1&e=fYVqUU

APPROVALS:
Commissioner of Corrections
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