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Policies and Procedures

Policies and procedures are established to ensure compliance with 
District guidelines.

 Mileage
 Premium Tools 
 Overtime
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Mileage (MI)

Employees who are required to use their personal vehicles for District 
business shall be reimbursed for such usage.
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*Calculation:
 Mileage reimbursement is based on IRS Standard 

Mileage Rates.
 Mileage is calculated from the regular work location 

of the employee to his or her various destinations, 
and to the return back to the employee’s work 
location.

 Total miles claimed per day must be reduced by mileage “from” 
Home “to” Office and/or Office “to” Home.

Effective Jan. 1, 2017- IRS Standard Mileage Rate: 53.5 cents per mile for business miles driven.
*Applicable to only certain Bargaining Unit Agreements.
*Applicable for regular assigned work days/hours.  Employees working overtime outside of 
assigned work days/hours can claim total mileage driven (minus non-work related miles). 



Mileage (Cont.)

Documentation:

 Daily reports of mileage driven must be recorded on the Daily 
Appointment Book that is issued annually to all employees that 
report time in Maximo.*

 Daily Mileage must be approved by the supervisor on the Weekly 
Time Report.
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*Daily Appointment Book is subject to audit on a weekly basis.
*Daily Appointment Book must be retained at the location for 5 years.



Mileage (Cont.)

Time Reporting:
 Mileage is reported against the individual school work order.  
 Travel time is reported against the school work order that the 

employee is traveling to.  
 End of day travel time back to work is reported against the school 

work order that the employee last left. 
 Mileage is reported only as it is incurred and monitored daily by the 

Time Keeper and Approver. 
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Mileage (Cont.)
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Scenario #1: If employee travels 
directly from home to school; employee 
can claim mileage between home and 
school MINUS the distance between 
home and work.  With the example 
above, 20 – 10 = 10 miles. 

Tip: The total miles driven for a given day needs to be reduced by the distance going from 
home to work and work back to home (and any non-work related travel (e.g. lunch)). With the 
example above, that will equal to 20 miles. 

Home Work School

10mi

10mi

20mi

Scenario #2: If employee travels 
from home to work and then work 
to school; employee can claim 
mileage between work and school. 
With the example above, that will 
be 10 miles.  



Premium Tools (Daily Flat Rate)

In recognition of the fact that many unit employees regularly use their 
own vehicle to haul District materials, tools, supplies and equipment, 
such employees shall be eligible for “flat rate” mileage in addition to the 
per mile reimbursement.
 Eligible employees shall receive flat rate mileage each day that their 

personal vehicle is driven for District service.
Unit E / Unit S Rate:
 Refer to Bargaining Unit Agreement (Union Contract) for weight limit 

requirements and applicable pay rates.
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Premium Tools (Daily Flat Rate) - Audit
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• Seniors/Supervisors are to randomly audit employee vehicles for 
tools each week. 

• All tool audits are to be tracked in SharePoint.
• Maximo Report – Tool Differential Usage 

Please refer to the M&O Procedure No. G-M-15: Application for Mileage and 
Tool Reimbursement for detailed guidelines.



Overtime (OT)

The Fair Labor Standard Act (FLSA) states that eligible employees must 
receive time and one-half (1 ½) for all work in excess of 8 hours per day 
or 40 hours per week. 

Calculation:
 Applies to employees on a standard work week: 8 hrs. per day, 5 

days per week.
 Overtime is calculated only on the basis of working hours. Meal time 

is excluded.
 Unpaid Time (UP) does not qualify the employee for overtime.

Ref: BUL-5996.0: Overtime Policy – Classified Employees

*Refer to Bargaining Unit Agreement (Union Contract) for Overtime eligibility.
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Overtime (Cont.)

Eligibility:
 Both regular and substitute classified hourly employees are eligible 

for overtime pay.
 Classified (Exempt or Salary) administrative and executive 

employees are not eligible for overtime pay.
 Certificated employees are not eligible for overtime pay.
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Overtime (Cont.)

Documentation:
 Overtime request must be submitted and approved in advance. 

(Except in the case of extreme circumstance.)
 Examples of Extreme Circumstances:

• Flooding
• Major sewer line stoppage
• Gas leak
• Other circumstances as determined by the AFSD/RFD/Deputy 

Director/Director
 The site administrator must approve the OT request by the next 

business day in writing for extreme circumstances.
 The approved Overtime Request Form must be retained at the site 

for 5 years.
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Overtime (Cont.)

Usage and Monitoring:
 By Law, employees shall not work more than 528 hours 

per fiscal year.  Per District Policy, employees should not 
be assigned to work over 44 hours of OT per month. 
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 However, in extreme circumstances, employees may 
work more than 44 hours of OT per month with the 
Deputy Director’s prior written approval.

 Deputy Director’s prior written approval is also required 
for scheduled overtime that is equal or above 10hours 
per day. 

 It is the responsibility of the AFSD to review overtime 
usage and determine if the OT was authorized and 
worked.

 Senior/Supervisors/CPMs are to randomly audit 
completed overtime and logged against the work order 
each week. 
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Overtime (Cont.)

Sample Overtime Request Form
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Overtime (Cont.)

Sample Overtime Labor Hours Report (Detailed)
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Overtime (Cont.)

Sample Overtime Labor Hours Report (Summary)
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Overtime (Cont.)

Time Reporting:

 Overtime (OT) is reported only as it is worked up to the payroll cut-off 
date.

 Any OT that is scheduled after the cut-off date must be reported after 
the time is worked.  

Note: If an employee does not work a standard work week or the work day is greater or less than eight 
hours, refer to the applicable collective bargaining unit agreement and/or Personnel Commission rules to 
determine the point at which the employee should be reported for overtime pay. 
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Process Documents

Policy Bulletin 6638.0, Time Reporting and Time Approval Policy, 
reminds  time approvers and time reporters of their payroll 
responsibilities.

Adherence to Payroll Policies and procedures will ensure the following:

 Employees are paid in a timely manner.
 Facilitate compliance
 Increase efficiency
 Improve accountability
 Reduce overpayments/underpayments
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Time Reporters

Main Responsibilities

 Ensure hourly employees are signing in and out on a daily basis.

 Before entering absences, ensure a completed Certification of absence form 
(60. ILL or 60.NON ILL) is submitted and signed by the Administrator/Time 
Approver. 

 Ensure supporting documents are on hand and approved for  OT before

entering time in Maximo/Polaris/Kiosk.*

 Ensure to report time, mileage, overtime, benefit (ILL, VA, etc.…) or any 
additional hours on a weekly basis.

 Accurately time report on the cut-off deadlines for each payroll area. Final 
cut-off time for Polaris is 2:30 p.m. and Maximo/Kiosk is 3:30 p.m. 

*Journeymen are responsible for keeping and completing the Daily Appointment Book. 
*Daily Appointment Book is subject to audit on a weekly basis by the supervisor. 
*Daily Appointment Book should be retained for 5 years.
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Main Responsibilities
 Approve or deny Certification of absence form (60. ILL or 60.NON ILL).
 Approve or deny, mileage, overtime, benefit (ILL, VA, etc.…) or any additional 

hours.
 Time approver must review and approve all employees by the cut-off 

deadlines. Cut-off time for Polaris is 2:30 p.m. and Maximo users is 3:30 
p.m.

Time Approvers 

*Time Approvers must ensure the accuracy and validity of All time entries.
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Time Reporters/Approvers
Cut-off Day Reminders
• Emails will be sent out the day before and day of cut-off day to Time 

Reporters/Approvers. 
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Roles/Rules

Responsibilities Time Reporter Time Approver AFSD/RFD *

Report Time

Approve Time                              
(Mark for Interface)

Approve Time
(Employees at Same Location)

Approve Time
(Employees at Other Locations)

Approve Reversed Transactions

Approving Transactions beyond 
current pay period

*Time Approvers/AFSD/RFD: Cannot approve their own time.
*Time Approvers/AFSD/RFD: Cannot approve transactions they modified (last touched).

Time Reporters/Approvers – Cont.
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* AFSD – Area Facilities Services Directors   RFD – Regional Facilities Directors.



Time Reporters/Approvers – Cont.
 To capture employees that are missing time and/or rejecting, run the 

Monthly Labor Summary, CATS Rejection Report and the Labor 
Exceptions Report the day before, day of and the following morning 
of the cut-off day.
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Monthly Labor Summary
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CATS Rejection
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Labor Exceptions Report
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Time Cards

A time card is the District’s official document of an employee’s attendance/ 
absence for time reporting purposes.​
 A Weekly Time Report will be provided to the employee by the Time 

Approver and or Time Reporter to sign.  This constitutes the time card for the 
employee. 

 Time cards are subject to audit by the District’s designated auditors.​
 Time cards must be kept on file and retained at the location for 5 years.​
 It is the responsibility of the employee and supervisor to ensure the accuracy 

of the Weekly Time Report. 
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Time Cards Cont. 
Weekly Time Report
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Time Entry Audits

 Employees time cards will be randomly selected for audit.

• Principal Clerks will verify that Maximo time sheets match SAP entries on a semi-monthly 

basis. 

• Supporting documentation for all time entries must be present, completed, approved and must 

MATCH what is entered on Maximo time sheets and in SAP.

 Employee time entries and supporting documentation are randomly audited each 

month at the Program Review meeting by the Deputy Director and staff.

28



Payroll Calendars

Payroll calendars are created per fiscal year:
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 Cut-Off Calendars –

Provided on Payroll website and 

provides cut-off days and pay days. 



Payroll Calendar - SM
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Payroll Calendar - CL
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Payroll Calendar
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Certification/Request of Absence For Illness, Family Illness, New
Child, Form 60.ILL (Cont.)



Certification/Request of Absence For Illness, Family Illness, 
New Child, Form 60.ILL (Cont.)
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Certification/Request of Absence For Illness, Family Illness, 
New Child, Form 60. NON -ILL
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Certification/Request of Absence For Illness, Family Illness, 
New Child, Form 60. NON -ILL
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Time Reporting References
For assistance or further information, please review the following references.

Documents Number
Guidelines for Supplemental Assignment Differentials BUL-3856.5

Elimination of Advance Reporting of Hours, Mileage, and Differential Pay BUL-6053.1

Certification/Request of Absence Forms BUL-6307.3

Legally-Mandated Paid Sick Leave for Eligible Employees BUL-6529.1

Time Reporting and Time Approval Policy BUL-6638.0

Time Reporting Instructions for Differentials REF-1802.13

Reporting Paid Sick Leave for Substitute/Temp Eligible Employees REF-6528.0

Procedures for Reporting Paid Sick Leave for Eligible Employees REF-6528.1

Overtime Policy- Classified Employees BUL-5996.0
Overtime PC Rule 596
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Questions?
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