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PURPOSE

The purpose of this policy is to standardize the method of recording hours worked and
the associated job code by personnel in the Police Department.

POLICY

It shall be the policy of the Department to comply with Federal, State and Township
regulations relative to recording time worked. To accurately record payroll information,
it is mandatory that all employees and the designated Department timekeeper be
responsible for the accurate recording of all hours worked and the proper job
classification code.

PROCEDURE

A. Recording Work Hours and Job Code on the Planlt System Timesheets

1. Planlt is a web-based scheduling software system which stores the Police
Department’s official attendance records. Planlt system records are also used
for payroll processing.

2. While Planit maintains records of personal leave banks and usage, supervisors
shall still maintain back-up records of their staff's leave. Employees shall also
maintain a back-up record of their personal time off banks and usage.

3. All employees must accurately review and verify hours worked on their individual
timesheets.

4. Only employees, immediate supervisors/commanders or the Department’s
designated timekeeper may record time on an employee’s timesheet. Recording
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time on or altering another employee’s timesheet is prohibited and cause for
disciplinary action up to and including termination.

All employees must electronically verify their timesheets before the end of each
pay period, signifying completeness and accuracy. Failure to verify the
timesheet on time and/or inaccurate entries may result in disciplinary action.

a. If an employee identifies an inaccuracy with their timesheet while verifying,
they must select the “report problem” tab in the “timesheet” section. They will
then be prompted to describe the problem and submit it to the “payroll
administrator” (Department timekeeper). The employee shall also notify their
immediate supervisor of the discrepancy. Once completed, the timekeeper
shall confirm the correction via email to the employee and the employee’s
supervisor.

If an employee is unable to verify their timesheet due to a circumstance approved
by his/her supervisor, the supervisor and/or the official timekeeper must verify the
timesheet and ensure accuracy for them.

Falsification, without reasonable explanation, of a timesheet by any employee will
be grounds for immediate termination.

B. Recording Overtime, Shift Differential and Extra Duty Details

1.

All overtime, court time, shift differential and extra duty details will be recorded in
Planlt using the “overtime submit” form.

a. On this form, employees will indicate the type of submission (i.e. overtime,
shift differential, extra duty detail, etc.)

b. Employees will also select the appropriate job code (i.e. Aggressive Driving,
Patrol Duties, etc.)

The overtime submission will reflect the actual hours worked in the “overtime
shift” section and the hours requested to be paid in the “overtime hours” section.

a. In the notes section of the submission, employees shall indicate any
difference in the payment being requested (e.g. call back and court time
minimums, detail cancellation pay, travel time).

b. For shift differential, the actual hours worked does not apply (Planlt will auto-
fill the current date and last scheduled shift hours); however, the employee
must ensure that the “overtime hours” section reflects the accurate shift
differential to be paid during the pay period. Additionally, employees will
denote the date of the shift differential and the corresponding hours for that
date in the “description” section of the form (example 2/20/20 — 4, 2/21/20 — 4,
and so on).
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3. Overtime submissions are to be completed by the employee working overtime on
the date that the overtime was worked. Submissions are to be forwarded to an
immediate supervisor to be reviewed and approved.

a. The immediate supervisor will issue final approval for shift differential.

b. All other overtime, court time, and extra duty details require a commander’s
final approval.

C. Recording Double Time and Triple Time
1. Double Time and Triple time will be recorded by modifying the officer's “Unit”
from “Patrol” to “EDO Double Time” or “EDO Triple Time”. This will be completed
by the officer’s supervisor.

D. Supervisor Responsibilities

1. All supervisors are required to thoroughly review time off and overtime
submissions for accuracy.

2. Supervisors shall ensure that all timesheets are accurate and verified by 0900
hours on the Monday (Tuesday, if Monday is an official holiday) following the end
of the pay period. Pending overtime submissions also need to be approved by
this time to make the pay period’s payroll.

DAILY ATTENDANCE REPORTS

The Planlt system maintains the official attendance records and displays the daily
attendance for all units in the Department. For units with changing daily assignments
which impact the operations, deployment, and/or assignments of other units, Daily
Attendance Report forms shall be maintained and disseminated as directed by Division
Commanders. For Platoon Supervisors, the "Beat Plan" sheet will be utilized as the
Daily Attendance Report.

PROCEDURE

A. The following is to be adhered to in preparing the attendance report:

1. The assignments and scheduled hours of unit personnel shall be accurately
listed in sufficient detail to include any special duty (Communications Center,
training etc.). Usage of personal leave banks (including triple time) shall be listed
and consistent with the Planlt schedule.

2. These forms are to be completed electronically and emailed to the Daily
Attendance Distribution List or as otherwise directed by the Division Commander.



