Middle Mangers Course

Schedules and GS Time Cards (1 period)

COURSE PRESENTED TO:  Personnel Managers and Time Keepers

PLACE:  Classroom

REFERENCES:  Civilian Employee Handbook, January 2000  

                            CPOH PAM 690-1, Supervisors Handbook of Civilian



    Personnel Management, May 1996



    DOD 7000.14R, DOD Financial Management Regulation, 

                            April 2001

    NPP 40-12, Clinical time Schedules, 28 July 2000              

RELATED SOLDIER’S MANUAL/OFS TASK:  Non-Applicable

STUDY ASSIGNMENT:  None

STUDENT UNIFORM AND EQUIPMENT:  Uniform of the day

TOOLS, EQUIPMENT, AND MATERIALS:  Student Handout

PERSONNEL:  One Instructor and One Subject Matter Expert

INSTRUCTIONAL AIDS:  Power Point Slides (Annex A), Student Handouts, Lite Pro, Screen,

                                             Laptop, Power Point Program and Power Point Presentation Diskette

                                             (Annex B)

TROOP REQUIREMENTS:  None

TRANSPORTATION REQUIREMENTS:  None

RISK ASSESSMENT LEVEL:  Low

SAFETY REQUIREMENTS:  None

METHOD OF INSTRUCTION:  Lecture

I. INTRODUCTION: (2 minutes)
NOTE:  Show Slide 1 - Introduction

A. Opening Statement:  What is the fastest way to get an employee in your office?  Mess up their time card and find out.  As a manager, there are two things that strike fear in the hearts of us all, schedules and time cards.  These two responsibilities hold  much power over the health, welfare and morale of all your staff.  How can mere numbers affect so much?  With these two tools and responsibilities pivots the make or break, the happy or unhappy, the success or failure of your ability to manage and control.  Don’t believe me, don’t pay or incorrectly pay an employee, it will take them exactly dialing time to call you and let you know about it.  Mess up their schedule, split their weekends or make a change, again, they are in your office or on the phone before their eyes leave the paper.  So, if you want to talk with an employee that you are having problems contacting; mess up their pay and/or schedule.  You’ll see them pretty quick.    

B. Objectives

NOTE:  Show Slide 2 – To support Main Point B-1

1. Terminal learning objective

Given this lecture, provide a better understanding of the fundamentals of personnel asset management through scheduling and GS Time Cards

2. Enabling learning objective(s)  

None

C. Class Procedure and Lesson Tie-in.  This lecture is directly related to the responsibilities of managers and requirements for completion of FDC Course

II. EXPLANATION (8 minutes)

A. Personnel Management Tools

NOTE:  Show Slide 3 – To support Main Point A

1. Schedules – Required schedules for adequate unit coverage

2. Time Cards – Pay for the work done

3.   UCAPER’s – Uniform Chart of Account Personnel System

4. LADS – Labor and Delivery System

5. WMSN – Workload Management System for Nursing (Inpatient Wards)

6. PACU – Post-Anesthesia Care Unit

7. 24 Hour Report

B. Scheduling Basics

NOTE:  Show Slide 4 – To support Main Point B

1. Mission – What do you do

2. Personnel – What is your core; what are your staffing requirements?

3. Ownership – Professional and Paraprofessional

4. Schedule as you would want to be scheduled

· Avoid 3 different shift types in one week

· No more than 5 consecutive days off without taking leave

· Avoid doubling back, allow more than 8 hours per shift type

C. Civilian Considerations
NOTE:  Show Slide 5 – To support Main Point C

1. Must work what they are hired for – 80, 40 etc

2. By CPOH regulation, at least 2 weeks must be posted but 3 weeks by NPP 40-12
3. 2 weeks notice of changes
4. Extreme changes must be approved by CPO and the union must be notified
D. Overtime

NOTE:  Show Slide 6 – To support Main Point D

1. Budget considerations

2. Civilian

· Prior approval

· Fair and equitable

3. Military

· Annotated as Comp Time

· Supervisors must have a system in place to accurately record

E. Options

NOTE:  Show Slide 7 – To support Main Point E

1. Mission and available staff will dictate

2.  Develop a pattern

· Stability

· Morale

· 8 hrs or 12 hrs

3. Rotations

· Days, evenings and nights

4. Agency

· Budget

· Available experience

· KAHU, Medstaff, etc

NOTE:  Show Slide 8 – To support Main Point F

F. Considerations

1. Proper codes for available and non-available 

2. Military and duty

· Day of duty and sleep day should be equitable to schedule

3. Military and leave

· If not on leave, on schedule

4. Civilians and leave

· Only charged for the days would have worked

· By CPOH Regulation must submit all leave at the beginning of the calendar year

5. Holiday Time/Training Holidays

· Counts as 8 hours

· Training Holidays are for military only, civilians must either take leave or work

NOTE:  Show Slide 9 –10 – To support Main Point G

G. Schedule Set-up

1. By NPP 40-12, by classification and alphabetically

2. Easy to read, leave room for annotations

3. Key

4. Posted in a general location, either bulletin board or binder

NOTE:  Show Slide 11 – To support Main Point H

H. Fundamentals of GS Time Cards

1. Know the rules and codes

2. Know the time card anatomy 

3. Know the pay periods

4. Be aware of the holidays

5. Have additional unit time keepers

NOTE:  Show Slide 12- 22 – To support Main Point I

I. Anatomy of Time Cards

1. Time Card Packet

· Cover Sheet lists all GS employees according to APC

2. Time Card

· Administrative Information

· Normal Schedule

· Changes to the normal schedule

· Authorization

J. Schedule Data

1. Tour

· Hours required to work according to position

2. Type of shift

· Regular, Sunday Grade, Holiday, Leave Holiday, etc

3. Graded Night Differential

· 6p – 6a

4. AWS – Alternate work schedule includes part time and compressed

K. Sunday Grade and Premium Shift Differential

1. Paid for all day Sunday

2. Paid for Saturday shift IF

· Saturday shift runs past midnight on Sunday

· On Screen # 5 must put Y/N

3. Shift Differential

· 6p-6a

· Excluding time for lunch

· 9 shift – 11 hours - .5 for lunch = 10.5

L. Changes to Schedule

1. Week

· Which week of the pay period, 1 or 2

2. Day

· Which day of that particular week, 1-7

3. Type of hours

· Use appropriate code

4. Hours

· # of hours affected

5. Watch your Night Differential!!

M. Work Codes

1. Annual Leave

· LA

2. Sick Leave

· LS

3. Injury

· LU – Day of 

· LT – Thereafter

4. Leave Without Pay

· KA

5. AWOL

· KC

6. Holiday

· HG – Worked

· LH – Day off

N. Time Card Verification

1. Employee responsible for ensuring correct, initials and signs

2. Approving authority also signs

NOTE:  Show Slide 23 – To support Main Point O

O. Request for leave or approved absence

1. Standard Form 71

· By regulation and management, all leave requests to be submitted in Jan

2. Employee completes

3. Supervisors approves

4. Attach to employee time card

· Exception – Advance Leave

5. Standard Form 5172-R

· Overtime/Comp Time

NOTE:  Show Slide 24 – To support Main Point P

P.  Holiday Time

1. LH = Paid day off

2. Counts as 8 hours

3. If day off falls on the holiday, give the day before or after

4. Work the holiday = HG

· No additional time off

NOTE:  Show Slide 25 – To support Main Point Q

Q. Computerized Input

1. Code and class can be obtained through TAMC Budget Office, Ms. Sharon Long @3-9303

2. 2 part process

· Screen 5 – Regular Schedule, enter day pay period starts

· Screen 2 – Changes and verify for pay F9 to pay, enter last day of pay period

NOTE:  Show Slide 26 – To support Main Point R

R. Questions for Students

III. SUMMARY (1 minute)

A.  Review of Main Points

A. Closing Statement:  
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ANNEX B

INSTRUCTIONAL AIDS

Tools/Equipment/Materials

Student Handouts

Lite Pro

Screen

Laptop

Power Point Program

Power Point Presentation Diskette
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