Certificated Personnel
          OP 4151.03(a)
PROVIDING SUBSTITUTE, TEMPORARY, AND OVERTIME PAY
The Supplemental Pay Authorization form is the means by which the County Office pays substitute, temporary and work experience employees. Regular employees who work additional and/or overtime hours not covered by their regular payroll warrant are also paid through the Supplemental Pay Authorization form. The supplemental pay period is from the first of each month to the last day of the month.

Purpose:  To track and justify hours worked by persons employed as substitute, temporary or student help as well as extra and/or overtime hours worked by regular employees. To ensure that regular employees are required to do excess work only occasionally and then with prior authorization.

Timeline:  Department director approval is required prior to extra work being performed. Supplemental Pay Authorization forms must be received in Business Services by 5:00 p.m. on the first day of the subsequent month. Supplemental payroll checks are distributed on the tenth of the month.

Procedures:
Substitute, Temporary and Work Experience Pay
1. 
Substitute, temporary or work experience employee completes the Supplemental Pay Authorization form by the last of the month and forwards it to her/his supervisor or designee to verify hours worked.

2. 
Supervisor or designee checks completeness of form, enters the appropriate unit code identifying the position, makes the gross pay calculations and forwards form to department director.

3. 
Department director approves form and forwards to Business Services.

4. 
Business Services verifies gross pay calculations, completes payroll process and distributes supplemental payroll checks on the 10th of each month.

Overtime Pay and Compensatory Time Off for Regular Employees

1. 
Supervisor assesses workload and determines if excess work time is required to meet deadlines of tasks. Supervisor should consider a variety of options before asking or requiring that an employee work overtime:

a.
Assigning overflow work to other staff
b. 
Re-examining priorities and postponing some assigned tasks
c. 
Hiring temporary or student help
2. 
Supervisor seeks approval from the department director prior to assigning tasks to an employee. Department director may set limits on the amount of extra work performed or specify the type of compensation,

        



OP 4151.03(b)
PROVIDING SUBSTITUTE, TEMPORARY, AND OVERTIME PAY (continued)
3. 
Supervisor assigns work to employee, establishes time frame and makes appropriate arrangements to facilitate work, e.g., entry into office, safety issues. Supervisor and employee agree if extra work will be compensated by overtime pay or compensatory time off.

4. 
Supervisor assesses budget to determine fund availability if employee is to receive overtime pay, making budget transfer if needed. Overtime paid in cash or compensatory time is computed at the rate of 1 to 1/2 times the normal rate.

5. 
Employee completes assignment and keeps record of time worked.

6. 
Employee completes Supplemental Pay Authorization form and submits to supervisor or designee.

7. 
Supervisor or designee checks completeness of form, enters the unit code identifying the position, makes the gross pay calculations, if appropriate, and forwards form to department director.

8. 
Department director approves form and forwards to Business Services if overtime pay is indicated or to Human Resources Department if compensatory time off is indicated.
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