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I. Title
Payroll Procedures
II. Statement of Purpose
To establish the methodology to be used in documenting and/or recording employees productive (worked) and non-productive (benefit) hours at Cogdell Memorial Hospital.
III. Policy
A. Guidelines
1. Overtime must be justified by the Department Manger or their designee.
2. Benefit hours are not to be considered in computing overtime.

3. All employees are entitled to 30 minutes for a shift meal, and it should be taken.  Employees will not be paid for meal times not taken unless they have prior approval from their Department Manager or their designee.

4. Optimum tracks time to the nearest minute and compensation is calculated accordingly.

B. Electronic
1. An electronic time and attendance system will record hours worked when employees “clock in” at the beginning of the assigned shift and “clock out” at the end of the assigned shift.
2. It will be the responsibility of the Department Manager or their designee to enter all non-productive hours on the Employee Time Record.
C. Following the close of a pay period, Paylocity time and Labor records will be reviewed by the Department Manager or their designee.  Verification of time and attendance will be the responsibility of Department Manager or their designee.
1. Paylocity Time and Labor Procedures:

a. Employees are required to clock-in/out, lunch out/in using the web time or Mobile punch app.  Employees are required to review and verify time through Paylocity and notify managers immediately if time corrections are necessary.

b. Department Managers or their designee are responsible for marking their employees’ times and attendance records to indicate, time off without pay; benefit pay (PTO/ETO); training/meeting attendance; on-call and premium pay information; and any other pertinent information relative to the payroll process.

2. Annotations not documented on the time and attendance records and entered into Paylocity prior to 10am on the Monday following the close of the pay period, will not be considered a valid adjustment to the time and attendance record  and will not be paid.  Omissions not corrected by that time will be considered as "not documented, not performed".

D. Designated personnel will audit Paylocity Time and Labor for eligibility of benefits, correct time, etc.

E. The payroll is accompanied by an approved payroll authorization signed by the Chief Executive Officer or Chief Financial Officer.

F. The Human Resources Department is responsible for processing all employee requests for Credit Union deductions, withholding deduction authorizations (W-4) and any other qualified or statutory deductions affecting payroll.  Changes in employee-authorized deductions are the responsibility of the individual employee and must be executed in writing.

G. Questions concerning payroll computations should be directed to the respective Department Manager, Supervisor and/or to payroll personnel.  The payroll personnel will address errors and/or adjustments after 4:00 PM on payroll distribution days.  Any errors must be verified and approved, in writing, by the appropriate Department Manager or next level Supervisor prior to issuance of a supplemental payroll check.

H. Errors not reported to the HR personnel, and/or appropriately verified, prior to noon (12:00 PM) on the Monday following the close of the pay period will not be processed until the next payroll period.  Extenuating circumstances may preclude the correction of any payroll error until the next available business day.
IV. Dates Approved or Amended 

	Originated: 
	Effective: 04/1988

	Reviewed with Changes
	Reviewed without Changes 

	04/1997, 01/2000, 04/2003, 01/2010,
	09/2017

	12/2014, 01/2016, 11/2016
	


V. Contact Information 

Human Resource Director
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