HHS TLL Guiding Principles

	Category
	Guiding Principles

	Entering Time on the Consolidated Timesheet in CAPPS
	· If an employee works their scheduled hours no entry on the Consolidated Timesheet is necessary for that day.
· If an employee works over their scheduled hours in a day, then all hours physically worked need to be recorded as REGHR on the timesheet.  For example: An employee is scheduled to work 8 hours and works 2 hours over their scheduled hours, then the employee would enter 10 hours of REGHR.
· If an employee does not work their scheduled hours, then the appropriate time reporting code (TRC) for leave taken or leave without pay (LWPEO) needs to be entered on the timesheet for each hour not physically worked.
Important Note: The Consolidated Timesheet in CAPPS is the official system of record for all time, labor, and leave transactions.  Other methods for recording time are not allowed (e.g., Office Sign-in/Sign-out Sheets, unauthorized paper forms or electronic excel spreadsheets).


	Work Schedule Override (Three Options)
	· Use the TRC FLEXS for hours not worked, and then work over scheduled hours during that same FLSA work week entering REGHR to account for the FLEXS hours taken. For example, enter 3 hours of FLEXS on Monday; then enter 11 hours of REGHR on Friday, or vice versa, work and enter 11 hours of REGHR on Monday and take off using 3 hours of FLEXS on Friday.
· Use the Work Schedule Override link on the Consolidated Timesheet and adjust one week at a time.

· Use any eligible/available leave TRC to account for time not worked and enter REGHR for hours worked over scheduled hours.

	Leave Corrections
	Requests to enter and exchange leave types after 90 days are not allowed unless the leave entry is incorrect.  For example, if an employee wants to change annual leave taken (ANLVT) for comp time taken (COMPT), then this must be done within the 90 days the employee/manager have access to the Consolidated Timesheet (CTS).  Making this type of change after 90 days has elapsed and is not authorized.  However, if an employee entered 8 hours of sick time taken (SICKT) and then after 90 days recalled they were only off for 4 hours, then this type of leave correction would be authorized.  Any requests for exchanging or correcting a leave type older than 90 days should be directed to the Service Center for consideration.

	Approving Time entered on the Consolidated Timesheet in CAPPS
	· Managers must Approve, Deny, or Change all entries timely and in accordance with the Payroll Calendar, which can be found on the home page of the CAPPS system.
· An email reminder is sent to all managers 3 business days prior to the date regular payrolls are processed for both monthly and semi-monthly payrolls. The reminder informs the manager they have three days left to enter any pay impacting transactions needed before the payrolls are processed, which includes entering all time, labor and leave transactions impacting pay.
Important Note: Unapproved time, labor and leave transactions expire (if not acted upon) after 90 days.  After 90 days, managers do not have access to the Consolidated Timesheet to approve, deny or change a time, labor or leave transaction, such as REGHR/REGHW for hours worked and all leave taken time reporting codes.

	FLSA Workweeks
	FLSA Workweeks by Agency 
· HHSC: Saturday 12:01 AM thru Friday Midnight

· HHSC Health and Specialty Care System: Sunday 12.01 AM thru Saturday Midnight

· DSHS: Saturday 12:01 AM thru Friday Midnight

	FLSA Overtime
	· Overtime is paid with every scheduled payroll in accordance with the Payroll Calendar (Located on the CAPPS home page). The timing of when overtime pay is calculated is dependent upon when the manager approves the hours for pay.  
· The maximum overtime that is allowed to be banked at HHSC and DSHS is 240 hours. When 248 hours or more are banked at the end of the month the system automatically pays the balance down to 240.
· Overtime is earned when an FLSA covered (non-exempt) employee physically works over 40 hours in an FLSA work week.  When REGHR hours are entered/approved the hours are banked into the employee’s FLSA Overtime balance by an automated nightly Time Administration process that multiplies the hours worked over scheduled hours by 1.5.

· FLSA covered (non-exempt) employees must record all hours worked over their scheduled hours, whether pre-approved, approved, or not.  If an employee physically works hours over scheduled hours and these hours were not pre-approved to be worked, the manager must approve the hours. The manager can document the hours worked were unauthorized, but once worked, they must be approved, banked and eventually paid.  If overtime hours were not authorized, then the manager approves the hours and enters the Override Reason Code UNAUT (code for unauthorized) for tracking, coaching and counseling purposes.
Important Note: It is a work rule violation for an employee to work hours over their scheduled hours without prior approval.  While the hours will be approved, banked and eventually paid, the employee working unauthorized overtime without prior approval may be subject to adverse personnel action if violation of the work rule persists.

	Compensatory Time
	Exempt employees bank compensatory time if they have over 40 hours of payable time in a FLSA workweek. The maximum comp time that can be banked is 160 hours. Managing the 160-hour maximum is the manager’s responsibility.
Important Note: Employees in salary group B26 and above, who are not in medical positions, and FLSA exempt are not eligible to accrue state compensatory time.


	Leave of Absence
	Leave of Absence (LOA) should be used instead of LWPEO if the employee is off work for a full calendar month or longer.
· When on a LOA (or in a LWOP status for a full calendar month) an employee is not entitled to State Service Credit, Benefit Replacement Pay (BRP) or Longevity

	Separations
	All entries need to be approved or denied and leave balances acted upon on the Consolidated Timesheet (CTS) prior to entering a separation. (See Separation Checklists)
Important Note: Final Leave entries should be entered on the day before the separation effective date.  For example, if the employee’s separation effective date is 5/01, then the date the leave entries should be entered on is 4/30.

	Annual Leave to Sick Leave Fiscal Year End Conversion Process
	All annual leave hours over the maximum annual leave balance that are allowed to be carried forward are converted to sick leave after the end of each fiscal year. Please see Chapter 2, Benefits, Leave and Compensation, Section B.2. Vacation Leave Accruals and Use, in the HR Manual for maximum hours allowed to be carried forward in accordance with an employee's years of service.

	Certification Process
	By the 15th of each month FLSA covered (non-exempt) employees must certify for the previous month that they have physically worked all scheduled hours, have entered all hours worked over their schedule hours, and have entered all leave taken.
NOTE: All DSHS employees (including exempt employees), must certify their timesheet for the previous month by the 10th of each month.

	Extended Sick Leave/Sick Leave Pool
	Managers must enter leave without pay (LWPEO) when an employee is off work and has no available leave.  If Extended Sick Leave (ESL) or Sick Leave Pool (SLP) is requested and approved the HHS Time Labor and Leave department will remove the LWPEO and replace with awarded ESL/SLP hours.

	Employee Donated Sick Leave
	· HR0515 must be faxed to HHS Employee Service Center at 1-866-244-7029

· HHS Employee Service Center will review forms and will contact the employee, the employee’s immediate supervisor, and the donating employee regarding the disposition
· Employees enter Employee Donated Sick Leave Taken (EDSLT) on their timesheet when they take the hours

	Special Leave
	· Employees enter Special Leave Taken (SPECT) on their timesheet when they take the hours

· Special leave expires after 12 months

· No leave adjustment will be made for employees on leave without pay, leave of absence, or who call in sick on the day the special leave was intended to be used
Important Note: Call the HHS Service Center at 1-888-894-4747 for further guidance regarding special leave.
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