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1.0

2.0

3.0

Definitions

e Standard Work Schedule is a work schedule where the normal workdays are Monday through
Friday, with Saturdays and Sundays off.

e Alternate Work Schedule is a schedule other than Monday through Friday, five (5) days per
week and up to eight (8) hours a day, depending on the time base (FTE).

e Excess Hours: For employees who work an alternate work schedule, “excess hours” refers to the
hours that differ between an employee’s alternate schedule and the number of hours worked in a
pay period for a standard work schedule. This number can vary from pay period to pay period.

Overview

The California State University is required to track work hours for employees on an alternate work
schedule that fall outside the standard number of hours for the pay period. Because of the overlap of
work schedule and pay period, excess hours can be either greater than, or less than, the normal
number of work hours calculated for the month. Only non-exempt employees report Excess Hours.

State pay periods contain either 21 or 22 working days (refer to CSULB Payroll Calendar for specific
timeframes for each pay period). Employees assigned an irregular shift may work more or less than
the standard 21 days (168 hours) or 22 days (176 hours). Deviations from the standard 21 or 22 days
are recorded as “Excess Hours.”

When an employee works more than the usual 21 or 22 days, they receive credit for “Excess Plus”
hours. Working less than the usual 21 or 22 days, the time is tracked as “Excess Minus” hours.

Excess Hours: Non-exempt employees shall be paid for all hours worked within the respective pay
period and there shall be no accumulation of excess hours carried forward into subsequent pay
periods.

Deficit Hours: Non-exempt employees who have deficit hours in a given pay period may carry
forward these deficit hours. These deficit hours shall be offset by any excess number of hours
(credits) worked in a subsequent pay period, as appropriate. Employees shall not be paid for excess
hours worked in a pay period when an equal or greater deficit balance exists. Employees may choose
to offset deficit balances by using other available leave credits such as vacation, compensatory time
off (CTO), ADO, and/or Personal Holiday. All campuses shall reconcile employees’ deficit hours at
least once each calendar year in December. When reconciling an employee’s deficit hours in
December, the affected employee may use leave balances, be docked , or the campus must establish
an accounts receivable, as appropriate, if no leave credits are available to offset the deficit.

Department Responsibilities

1. Departments should provide a copy of the rules and procedures to all employees who have an
alternate work schedule.

2. Calculation of Excess Hours is the responsibility of the departments. Timekeepers must indicate
to Payroll, in the Timekeeping System, the number of excess hours, using the reporting codes for
Excess Plus and Excess Minus.



Calendar Year-End Reconciliation

Excess hours will be “settled out” at the end of each calendar year. Hours owed to the employee will
be paid to the employee in January. Hours owed to the campus may be covered by taking time from
vacation, CTO, ADO, Personal Holiday, or by a pay dock. The following notice will be sent to each
employee who has Excess Hours:

CALIFORNIA STATE UNIVERSITY, LONG BEACH
PAYROLL & BENEFIT SERVICES
CONFIDENTIAL MEMORANDUM

DATE: January 15, 2009

TO:  Employee Name, Employee ID, Employee Record Number
FR: Sandy Miyake, Director, Payroll & Benefit Services
RE: Settlement of Excess Hours

In Accordance with CSU policy, Excess Hours must be settled out each calendar year. Excess
Hours credits (EP) are paid to employees at their regular rate of pay and deficits (EM) must be
covered by charging vacation, CTO, ADO, Personal Holiday, or by a pay dock.

As of January 1, your Excess Hours balance reflects:

[ A credit of hours. Payment for these hours will be issued in February
and are subject to federal and state taxes.

XI A deficitof 1 hours. Please indicate below how you want to cover the shortage

and return this form within 10 days to the Payroll Office.

Ll vacaTiON hours
1 ADO hours
[0 cT0 hours

[0 PERSONAL HOLIDAY

[1] DOCK My Pay hours
(I understand the DOCK will affect my February paycheck)

If we do not receive the memo indicating how you would like to settle the hours, the hours will
be taken from your leave balances or will cause a dock to your February paycheck. We will
debit your leave balances in the following order; ADO, CTO, vacation, personal holiday. If you
do not have sufficient balances to cover the deficit, your February check will be docked.

Employee signature Date




5.0

6.0

7.0

Separation from the University

1. When an employee separates from the university and has Excess Plus hours at the time of
separation, these hours will be paid at the regular rate of pay.

2. When an employee separates from the university and has Excess Minus hours at the time of
separation, the employee has the option to use vacation, CTO, Personal Holiday or take a pay
“dock” for these hours.

Pay “Docks”

Excess hours cannot be used to avoid pay “docks” occurring as a result of any unauthorized absences,
or absences without sufficient leave credits to cover time off.

Holiday Policy/ Rules

As stated previously, employees assigned an irregular shift may work more or less than the standard
hours. These may include holidays. Rules for holiday work time include the following considerations:

Holidays — Alternate Work Schedules

1.

When non exempt alternate work schedule employees (includes exempt Unit 9 employees) do not
get a holiday because the holiday occurs on their normal day off, they will receive hours equaling
an additional day off (ADO) credit. Departmental timekeepers will record these hours on the
timekeeping system with the time reporting code of “ADQO”.

For Unit 2,5,6,7,8, or 9 employees, the number of hours that an employee earns as ADO shall be
determined by the hours the employee would normally work.

For Unit 1,3, or 4 employees, the number of hours an employee earns as ADO shall be 8 hours.

If a Unit 2,5,6,7, or 9 non exempt employee is scheduled to work a holiday, and opts to work the
holiday, they will be compensated with overtime pay (OT). In this circumstance, the employee:
a.  Will be granted overtime pay or CTO at premium rate.

b. Does NOT get Excess Hours or ADO.

If a Unit 9 exempt employee is scheduled to work a holiday and opts to work the holiday, they
will receive an additional day off (ADO) credit. ADO must be taken in full day increments and
used within 180 days after the holiday was observed.

Unit 8 employees (whether scheduled or not to work a holiday) will receive:
a. Overtime pay or CTO at premium rate.
b. ADO credit (at straight time).

When calculating EM/EP, do not include time earned for holidays that fell on normal days off or
overtime.



8.0

Procedure for Tracking Excess Hours

Employees: The Absence and Additional Time Worked Form contains the reporting codes for
Excess Hours. Employees must report Excess Minus (EM) or Excess Plus (EP) on the form.
Employees assigned an irregular shift may work more or less than the standard 21 days (168 hours) or
22 days (176 hours). Deviations from the standard 21 or 22 days are recorded as Excess Hours.

How to Compute Excess Hours and Complete the Absence and Additional Time Worked Form:

1. Total the number of hours

worked in the pay period.
Include absences covered with
leave credits* and paid
holidays. Do not include time
earned for holidays that fell
on normal days off and/or
overtime.

*Leave credits can be any of
the following TRCs:

ADOT, CIT, CTO, FL, JD,
PH, SL, SLD, SLF, VA, PDL

Compare the number of hours
worked to the number of
hours worked by employees
who work a Standard Work
Schedule. A Standard Work
Schedule for a 21 day pay
period = 168 hours; for a 22
day pay period = 176 hours.
Record the difference in hours
worked on the Absence and
Additional Time Worked
Form.

e Record hours worked in
“excess” of the normal
number as EP (Excess
Plus) in the last day of the
Pay Period and/or Total
column.

e Record shortage in hours
of the normal number as
EM (Excess Minus) in the
last day of the Pay Period
and/or Total column.
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CSULB Payroll and Benefits: Excess Hours Guide

Departmental Timekeepers

The Time Entry system includes the Time Reporting Codes (TRCs) for Excess Plus (“EP”) and
Excess Minus (“EM”). Departmental timekeepers will record hours as follows:

e Employees on an alternate work schedule, who work more than the usual 21 or 22 days, will
receive Excess Plus (TRC = EP) for the pay period. Departmental Timekeeper will record these
hours in the last day of the Pay Period on the timekeeping system with the time reporting code of

113 EP”.

o Employees on an alternate work schedule, who work less than the usual 21 or 22 days, will receive
Excess Minus (TRC = EM) for the pay period. Departmental Timekeeper will record these hours
in the last day of the Pay Period on the timekeeping system with the time reporting code of “EM”.

How to submit Excess Hours Adjustments on the Salaried / Hourly Adjustment Form:

1.  If the Excess Hours were not entered on the Time Entry System, or entered incorrectly, complete
the Salaried/Hourly Adjustment form and submit to Payroll.

Caiitom

ia Btate Univevaity, Lorng Beach

SALARIED / HOURLY ADJUSTMENT FORM

Enter the Date, TRC (EM/ EP), the hours originally approved and the correct number of hours.
Obtain appropriate signatures and submit to Payroll for Processing.
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9.0

Excess Hours Calculation and Examples

Alternate Work Schedule — Excess Hours Calculation
(21 day pay period = 168 hrs.; 22 day pay period = 176 hrs.)

168 hrs. x = OR
(time base)

176 hrs. x =
(time base)

Actual Scheduled hours worked =
(from the Absence and Additional Time Worked Report)

EM (Excess Hours Minus) = OR

EP (Excess Hours Plus) =

Enter the number of hours into the appropriate TOTAL column (EM or EP).

ALL employees working Alternate Work Schedules must fill out an Absence and Additional Time
Worked Report and indicate actual hours worked during the pay period on the AWS row. Indicate
any leave credits on the appropriate rows. A difference between the total hours worked plus any leave
credits and the number of hours in the pay period will give a positive or negative net result for the pay
period. Determine if the pay period is a 21 day (168 hours) or a 22 day (176 hours) pay period (refer
to CSULB Payroll Calendar) and use the appropriate line. Enter employee’s time base and multiply
number of hours by time base to determine number of hours. Difference between that calculation and
the number of hours entered on the Absence and Additional Time worked Report determines if the
employee has worked more or less hours than paid for the pay period.

Example of EM:

168 hrs. x 1.00 = 168 OR
(time base)

176 hrs. X =
(time base)

Actual Scheduled hours worked = 166

(from the Absence and Additional Time Worked Report)

EM (Excess Hours Minus) = 2 OR

EP (Excess Hours Plus) =




Example of EP:

168 hrs. x = OR
(time base)

176 hrs. X .60 = 105.60
(time base)

Actual Scheduled hours worked = 108

(from AWS (Alternate Work Schedule) row on the Absence and Additional Time Worked Report)

EM (Excess Hours Minus) = OR

EP (Excess Hours Plus) = 2.40




References

Excerpts from CSEA and APC Contracts on Holidays
http://www.calstate.edu/LaborRel/Contracts_ HTML/current_cba.shtml
Article 14 — CSEA Contract

14.13

An employee on the payroll on the day a holiday is officially observed shall be entitled to the
holiday. The number of hours of the holiday shall be determined by the hours the employee is
normally scheduled to work on the day the holiday is observed.

If an employee is on a compressed work schedule and the holiday is observed on a non-
workday, the employee shall be entitled to the number of holiday hours equal to their normal
workday. This holiday must be used within ninety (90) days after the holiday was observed. An
employee on a leave of absence without pay or in other non-pay status on a day a holiday is
officially observed shall not be entitled to the holiday.

Article 25 — APC Contract
25.4

A full-time employee in pay status on the day a holiday is officially observed shall be entitled to
an eight (8) hour holiday. A less than full-time employee in pay status on the day a holiday is
officially observed shall be entitled to an eight (8) hour holiday pro rata. An employee on a
leave of absence without pay or other nonpay status on a day a holiday is officially observed
shall not be entitled to the holiday.

Technical Letters
http://www.calstate.edu/HRAdmM/pdf2003/HR2003-28.pdf

http://www.calstate.edu/HRAdmM/pdf2004/TL-SA2004-22.pdf

FLSA Guidelines

http://www.dol.gov/esa/whd/flsa/
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