REVI SED: 02/ 27/ 01
EMI / PARAMEDI CS

OCCUPATI ONAL SERI ES 0640
Bl WEEKLY SCHEDULES 96, 112, 120 AND 144

| NTERI M PROCEDURES - PENDI NG | MPLEMENTATI ON OF SCR X5614
AUTOVATE PROCESSI NG OF EMERGENCY MEDI CAL TECHNI CI ANS

Ener gency Medi cal Technicians (EMIs) with Qccupati onal
Series of 0640 and Standby Prem um and schedul es of 96, 112,
120 and 144 should NOT be paid as a firefighter (e.g.,

enpl oyee type code ‘G or ‘F). The EMI's do not neet the
requirenents of Title 5 Subpart M (type ‘G ) or section 7K
of FLSA (type ‘F).

The foll owi ng steps apply to EMI/ Paramedi cs with 96/ 120 or
112 or 144 hour schedules. No special handling is required
for EMI/ Paranmedics that are really scheduled to work an 80-
hour tour.

1. NEW HI RE/ EMPLOYEE UPDATE ON- LI NE & PERSONNEL | NTERFACE:

a) EMPLOYEE TYPE CODE ‘S : These enpl oyees receive
St andby Annual premium The interface will set the 'S,
if the correct premumindicator (N,P,S T,U V) is
passed. O herwise, the interface will set the enpl oyee
type code to ‘U and you will need to call CCPO (to
correct the premiumindicator) and then use the on-1line
Enpl oyee Update programto correct the enpl oyee type
code and change the prem um from AUO to Standby. For
on-line processing, the Enployee Type Code of ‘S and
Standby Premumw || need to be entered

NOTE: Do NOT use enpl oyee type codes of ‘F or ‘G.

Incorrect salary paynments would result.

2. SCHEDULE RECORD:
a) Some enpl oyees work 24 on/ 48 hours off and have a
three pay period rotational schedule of 120, 120 and 96
hours.

b) O her enpl oyees work 6/24 shifts for a total of 144

hours biweekly (rotational schedule is not known).
NOTE: Do Not establish schedules of 112, 120 or 144.
Sal ary overpaynents would result.

c) For enployee type 'S, an ‘80" biweekly tour (full-
tine) is the maxi mum nunber of hours that can be
entered. That |eaves two choices: a) AW ‘0" -with 10/8
hour days b) AWS ‘5 - Maxiflex will permt up to 24
hours a day, up to a total of 80 hours biweekly. F9, to



accept tour, will not be valid, 100% T&A entry is
required.
NOTE: Payroll should obtain copies of actual schedul e(s)

for these EMI' s.

3. TIME & ATTENDANCE: Entry into DCPS nust correspond to the
schedul e record established. Any entry that exceeds 80 hours
bi weekly will be rejected.

a) For enpl oyees that work 120, 120 & 96:

ACTUAL .. T&A BASED ON
SCHEDULE SCHEDULE OPTI ONS
and T&A ‘A ‘B
SUN: RG 24 ---- RG 16
IMON: RG 8 ----
TUE: RG 8 ~---
V\ED: RG 24 RG 8 RG 16
THU: RG 8 ----
FRI : RG8 -----
SAT: RG 24 ---- RG 16
SUN: ---- ----
IMON: RG 8 ----
TUE RG 24 RG 8 RG 16
V\ED: RG 8 ----
THU: RG 8 ----
FRI : RG 24 RG 8 RG 16
SAT: ---- ~---
TOT: 120 80 80
ACTUAL .. T&A BASED ON
SCHEDULE SCHEDULE OPTI ONS
and T&A ‘A ‘B
SUN: ---- ----
IMON: RG 8 ----
TUE: RG 24 RG 8 RG 20
V\ED: RG 8 ----
THU: RG 8 ----
FRI : RG 24 RG 8 RG 20
SAT: ---- ----
SUN: ---- ----
IMON: RG 24 RG 8 RG 20
TUE: RG 8 ----
V\ED: RG 8 ----
THU: RG 24 RG 8 RG 20
FRI : RG 8 ~---
SAT: ---- ----

TOT: 96 80 80



b) For enpl oyees that work 144:

ACTUAL .. T&A BASED ON

SCHEDULE  SCHEDULE OPTI ONS

and T&A ‘A ‘B
SUN: RG 24 ---- RG 14
IMON: RG 8 ----
TUE: RG 24 RG 8 RG 14
V\ED: RG 8 ----
THU: RG 24 RG 8 RG 14
FRI : G 8 ----
SAT: RG 24 ---- RG 14
SUN: ---- .-
IMON: RG 24 RG 8 RG 14
TUE: RG 8 ----
V\ED: RG 24 RG 8 RG 10
THU: RG 8 ----
FRI : RG 8
SAT: ---- ----
TOT: 144 80 80

Using option ‘B would permt the correct days to be
identified.

NOTE: Payroll technician needs to obtain a copy of the
actual time cards/attendance forns for all periods that
t hese procedures apply.

4. LEAVE:

a) As enpl oyee type code ‘S, the enployees will not
accrue | eave at an accelerated rate. Using the hard
copy schedules and tinme cards, manual | eave records
wi Il be required.

MAXI MUM ANNUAL LEAVE CARRYOVER HOURS

112 HR = 336 (240 X 56 = 13440/40 = 336) (96/120/120)

120 HR = 360 (240 X 60 = 14400/ 40 = 360)

144 HR = 432 (240 X 72 = 17280/ 40 = 432)

LEAVE ACCRUAL FORMULAS
SI CK LEAVE FORMULAS:
Wor k Schedul e Nor mal Accrual Accrual Last
112 - HOUR (96/120/120) 5.6 5.6
120 - HOUR 6.0 6.0
144 — HOUR 7.2 7.2
ANNUAL LEAVE FORMULAS: Nor mal Accr ua
Wor k Schedul e Category Accrual Last PP

112 - HOUR (96/ 120/ 120) 1 5.6 5.6

PP



2 8.4 14.0
3 11. 2 11. 2
120 - HOUR 1 6.0 6.0
2 9.0 15.0
3 12.0 12.0
144 — HOUR 1 7.2 7.2
2 10. 8 18.0
3 14. 4 14. 4

b) For the EMI’s that have the the biweekly tour that
rotates every three pay periods (120,120,96), it has
been determ ned that they should accrue | eave based on
112 hours a pay period (average of the three conbined).
It is recoomended that you do the sane...

c) You will need to nonitor |eave usage for enpl oyees
with | ow annual /sick | eave bal ances (e.g., less than 80
hours). As an Enpl oyee Type ‘S, only the standard
accruals will be applied.

PAY CALCULATI ON:

a) For enpl oyees whose FLSA status is non-exenpt,
overtime will be determ ned on a weekly basis with
hours in excess of 40 in a week. The FLSA %.tine rate
will be calculated for those paid hours greater than
40 and equal to or less than the weekly schedul ed
hours. Manual calculations will need to be done and
paid as overtine (‘QZ type code) through the Manual
Pay Adj ustnent program

EXAVPLE:
Week 1 SCHEDULED TOUR = 4
SUP HRLY RATE 13.41 x 40 HOURS
PREM HRLY RATE 1.34 x 40 HOURS

536. 40
53. 60

I 1 oo

BASE PAY = 590. 00/48 REG HRS = 12. 29
12.29 x 1/2 = 6.15 FLSA OT RATE

FLSA O HOURS 48 - 40 = 8
8 x 6.15 FLSA OT RATE = 49.20

Week 2 SCHEDULED TOUR = 72

SUP HRLY RATE
PREM HRLY RATE

13.41 x 40 HOURS
1.34 x 40 HOURS

536. 40
53. 60

BASE PAY = 590.00/72 REG HRS = 8. 19
8.19 x 1/2 = 4.09 FLSA OT RATE

FLSA O HOURS 72 - 40 = 32
32 x 4.09 FLSA OI' RATE = 130. 88

TOTAL FLSA OT PAID FOR THE PAY PERIOD = 180.08



b)

I f unschedul ed overtine is reported through T&A, then
that will need to be taken in consideration in the
total FLSA overtine entitlenment that you manual ly

cal cul ate. Then the anmount automatically paid by the
systemas overtinme will need to be subtracted fromthe
anount that you manually calculate to determ ne the

actual adjustnent you wll need to make through the
Manual Pay Adj ustment program
EXAMPLE:
Week 1 SCHEDULED TOUR = 48
SUP HRLY RATE = 13.41 x 40 HOURS = 536.40
PREM HRLY RATE = 1.34 x 40 HOURS = 53. 60
BASE PAY = 590.00/48 REG HRS = 12.29
12.29 x 1/2 = 6.15 FLSA OT RATE
FLSA OT HOURS 48 - 40 = 8
8 x 6.15 FLSA OT RATE = 49.20
Week 2 SCHEDULED TOUR = 72
OVERTI ME HOURS = 16
SUP HRLY RATE = 13.41 x 40 HOURS = 536.40
PREM HRLY RATE = 1.34 x 40 HOURS = 53.60

BASE PAY = 590.00/72 REG HRS = 8.19 STRAI GHT RATE

8.19 x 16 OVERTIME HOURS = 131.04
8.19 x 12 = 4.10 FLSA OT RATE
4.10 x 48 = 196. 80

STRAI GHT RATE FOR OT HRS 8.19 x 16 = 131.04
FLSA O HOURS 88 - 40 = 48
48 x 4.10 FLSA O RATE = 196.80

TOTAL FLSA OT PAID (WK 1 & WK 2) = 377.04

If the EMI is on LWOP during the week, a nanual
recal cul ati on per week of regular pay may need to done
and an adjustnment to regul ar nmoney (RA) may need to be
I nput through the Manual Pay Adjustnent program

EXAMPLE: Enpl oyee schedul ed 72 hours in the week
and was on LWOP for 12 of those hours.
BASE PAY:
Hourly rate from Sup X 40 hours =
Weekl y base pay
Weekl y base pay / schedul ed weekly hours =
Reduced hourly rate of base pay
Reduced hourly rate X LWOP hours =
Base pay LWOP anount
Weekly base pay — LWOP anpbunt =
Regul ar pay for the week
PREM UM PAY
Hourly rate of prem um pay X 40 hours =
Weekl y prem um pay
Weekly prem um pay / schedul ed weekly hours =
Reduced hourly rate of prem um pay



Reduced prem um hourly rate X LWOP hours =
Prem um LWOP anpunt

Weekly prem um pay — LWOP anount =
Prem um pay for the week

Check what DCPS has paid systematically and
process adjustnents for the differences through
t he Manual Pay Adj ustnment program

c) A manual record of pay received or copies of the Pay
Hi story Inquiry screens for each pay period should be
mai nt ai ned or obtai ned when the system has been
changed.

d) Keep in mnd, nmanual adjustnments are not recogni zed by
the automated retro process.

5. Further instructions on what needs to be done when SCR
X5614 is inplenmented, which wll automate the T&A, | eave
and pay process for EMIs in DCPS, will be provided prior
to inplenmentation. Also additional instructions will be
provided in the Payroll O fice Advisory (PQA).

6. Retroactive transactions effective prior to the
i npl enentation date of SCR X5614 will still need to be
noni tored and manual adjustnents nmay need to be done.

The decision to try to adjust the pay and/or |eave on a
bi weekl y basis nust be made by the payroll offices, in
co-ordination with the enpl oying activity/enpl oyees.

If you do adjust the pay and/or |eave, keep in mnd:
a) Aretro for any reason wll undo the | eave records.
b) Automated retro will not recognize your nmanual pay
adj ust nment s.

NOTE: For enployee's hired as Firefighters (EMI) with an
occupati onal series 0081 and working 144 tours, enployee
type code ‘G is valid.




