m DEPARTMENT OF
HUMAN SERVICES

Time Reporting and Fair Labor Standards Act Policy
Overview

Description:

To ensure accurate and timely reporting of hours worked and approved leave time each pay
period.

Reason for Policy:
To establish uniform procedures for designating jobs as exempt or non-exempt under the

federal Fair Labor Standards Act (FLSA) and to ensure that employees are paid properly under
labor contracts, compensation plan, applicable state and federal law and the FLSA.

Applicability:

All DHS employees.

Failure to Comply:

Failure to comply with this policy and its procedures may result in disciplinary action or
termination.

Policy

Designation

e Alljobs in DHS will be designated by Human Resources as non-exempt or exempt per the provisions of
the FLSA.

e Job classifications at MAPE pay range 15L and below (or Commissioner’s Plan equivalent) will be
designated as non-exempt except in situations where the position is:



e In a classification where professional licensure is required for all incumbents in the job classification. In
this case the position may be designated as Exempt Professional if it meets all other conditions as set
forth in law.

e |n aclassification where a degree that is directly related to the work is required for all incumbents in the
job classification. In this case the position may be designated as Exempt Professional if it meets all other
conditions as set forth in law.

Non-Exempt Positions

All jobs designated as non-exempt will have one of the following work week or work period
designation:

« Wednesday through Tuesday
« Employees in jobs designated as non-exempt on a Wednesday to Tuesday work
week can be scheduled up to forty (40) hours of work each week, not including
overtime; OR
« If approved for a work schedule of 8 - 9 hour days, 1 - 8 hour day and 1 day off
per pay period, the work week begins after 4 hours of the 8 hour work day and
ends 7 consecutive calendar days later.
« Direct Care & Treatment Facilities with clients/patients ONLY:
« 8 and 80 where designated. Employees in jobs designed as non-exempt on an 8
and 80 work period can be scheduled up to eight (8) hours per day and eighty (80)
hours per pay period, not including overtime.
« If not designated 8 and 80, then the work week is Wednesday through Tuesday.

Exempt Positions

The normal work period for employees in jobs designated as exempt is eighty (80) hour per
payroll period, unless part time.

e altis recognized that there will be some weeks and/or pay periods where employees in jobs designated
as exempt will work more than forty (40) hours per week or eighty (80) hours in a payroll period.

e Employees in jobs designated as exempt are responsible to manage and account for their own hours of
work and that they may work hours in excess of the normal work day and/or payroll period and may
make adjustments in hours of work in subsequent work days and/or payroll periods, provided such time
management system does not result in the payment of overtime or guarantee hour for hour time off for
extra hours worked.

Overtime

All compensated overtime needs to be pre-approved by the supervisor.



Employees in jobs designated as exempt may only have compensated overtime with prior
supervisor approval and within the terms of the applicable labor contract or compensation
plan.

o Employees in jobs designated as exempt and covered by the Managerial Plan or the
Medical Specialist Addendum to the Commissioner’s Plan may only have compensated
overtime with the written prior approval of the Commissioner of Management and
Budget.

o This approval will be sought by Human Resources when appropriate.

Timesheets

Employees will complete their timesheet each pay period to reflect hours worked and
compensated overtime, and paid and/or unpaid leave time within established timeframes.

o If the employee is not available, the supervisor will complete the timesheet on behalf of
the employee.

Each instance of compensated overtime requires a comment recorded on the timesheet.

Supervisors will review each employees’ timesheet and compare it against work schedules or
other documentation to ensure it is accurate and complete for each pay period within
established timeframes.

« Iftimesheet is accurate and complete, the supervisor will approve the timesheet and
submit it to payroll.

« If timesheet is not accurate or complete or the supervisor has questions, the supervisor
shall:

« Clarify the data with the employee and have the employee make adjustments or
changes where appropriate.

« If employee is not available, then the supervisor will make the changes to the
timesheet, record a comment on the timesheet of the changes made and
approve it.

« Notify the employee that changes were made.

Work Schedules

Supervisors will post and/or notify employees of their work schedules in accordance with
applicable labor contract or compensation plan.

Changes to employee work schedules need to be preapproved by the supervisor.



Final Timesheet Approval

DHS payroll will review timesheet data submitted to ensure reporting and earn codes used
comply with applicable labor contract, compensation plan, state and federal law, FLSA and
applicable DHS and/or statewide payroll policies.

Procedure(s) that apply:
e DHS Human Resources will notify employees in onboarding correspondence if the job they occupy is
designated as exempt or non-exempt per the provisions of the FLSA.

e DHS Human Resources will notify employees and supervisors if the exempt or non-exempt designation
of an employee’s job changes.

Form(s) and references that apply:

e Payment of Travel Time for Non-Exempt Employees

Related Policies and References(s):

e Timesheet and Payroll Information

e Collective Bargaining Agreements and Plans

e Statewide Payroll Policies and Operating Procedures

Training:

N/A

Legal Authority:

e 43A.18, 2011 Minnesota Statutes Total Compensation
e 16A.17 Minnesota Statutes Preparation of State Payroll
e Fair Labor Standards Act (PDF)

e Code of Federal Regulations

Standards:

N/A


https://dhs.intranet.mn.gov/policies-procedures-forms/instructions-procedures-standards/payment-travel-time-non-exempt-employees/index.jsp
https://workplace/functions/HumanResources/Timesheets/SitePages/Home.aspx
http://www.mn.gov/mmb/employee-relations/labor-relations/Labor/
http://www.mn.gov/mmb/accounting/payroll/index.jsp
https://www.revisor.mn.gov/statutes/?id=43A.18
https://www.revisor.mn.gov/statutes/?id=16A.17
http://www.dol.gov/whd/regs/statutes/FairLaborStandAct.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=228d127e57a598da3284ee7632b1f62f&c=ecfr&tpl=/ecfrbrowse/Title29/29cfrv3_02.tpl

Definition(s):
N/A

Policy Contact(s):

Human Resources Office; Email: dhs.co.hr@state.mn.us

Policy History:

Established:
10/22/2024 (Contact updated)

This policy and its procedures remain in effect until rescinded or updated.


mailto:dhs.co.hr@state.mn.us
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