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County of San Bernardino

FLSA

(FAIR LABOR STANDARDS ACT)


The Fair Labor Standards Act (FLSA) requires that the County pay employees’ premium time for all hours worked over an established time in a work week.
REFERENCES

Department of Labor (DOL); Current County Memoranda of Understanding (MOU)

FLSA WORKSHEET (MULTIPLE POSITIONS)

FORMS REQUIRED



MANDATORY FIELDS

FLSA Worksheet (Multiple Positions) (

All

GENERAL INFORMATION

The FLSA Worksheet (Multiple Positions) is used to calculate overtime for employees who have two or more positions and perform similar duties in both positions.  It should only be used when the FLSA covered employee has cumulatively coded over 40 hours in a week and has been paid for those hours.
All calculations under FLSA are computed by the week.  All covered employees must complete their time by work week.

The DOL considers hours worked as all time during which an employee is required to be on the employer’s premises on duty, or at a designated work location.  Paid leave time per FLSA is not considered hours worked; however, the MOU overrides this provision and allows paid leave time to count as hours worked.
Only one position number can be charged for the additional compensation due the employee. When the employee works more than 40 hours in one position within the same week, EMACS will calculate the overtime for that position.  Refer to OTF Paid section
Week 1 and/or Week 2

Only list the week in which overtime was worked.  Certain earnings codes are subject to FLSA when computing overtime.  For a list of all earnings codes that have an effect on the FLSA calculation, refer to Earnings Codes Subject to FLSA Calculation Exhibit.  When completing the worksheet the following may be used: information from the employee’s coded time; Paycheck Data panel in EMACS; or run Query PR_EARNINGS_BY_BEGIN_END-PR_EARNINGS_BY_BEGIN_END.
Note: If the earnings code is not subject to FLSA (i.e. FLX), do not add to the worksheet

Hours and Amounts

Enter the earnings code for the appropriate week that has an FLSA effect on both hours and amounts, the number of hours originally coded, and the base rate of pay the employee earned during the pay period.

Note: Earnings code OTF (Overtime-FLSA) is not included in the list of valid hours and amounts.  If the employee coded REG of 24 hours at $10.00 per hour and 24 hours at $12.03 per hour, list each line separately, and do not record OTF for 8 hours on the form.
The electronic worksheet will automatically calculate the dollar amount field. If the worksheet is being completed manually, determine the dollar amount by multiplying the hours column by the base rate of pay for each EMACS code.

Note: Ensure the correct base rate of pay is used as these amounts periodically change

Amounts Only

Enter the earnings code for the appropriate week that has an FLSA effect on amounts only, and the amount paid for the week.  Examples of this type of code include 2AW (Shift Pay Worked) or OC1 (On Call Pay). These dollar amounts are only seen on Paycheck Data panel or Query PR_EARNINGS_BY_BEGIN_END-PR_EARNINGS_BY_BEGIN_END.
Additional Pays 

Enter the Additional Pays earnings code for the appropriate week that has an FLSA effect on amounts only, and the amount paid for the week.  Examples of this type of codes include BL1 (Bilingual Pay) or SAC (Special Assignment Compensation).  Refer to Earnings Codes Subject to FLSA Calculations Exhibit
ADJUSTED AMOUNT
The electronic worksheet will calculate the adjusted amount for the employee in the OTM field.
Manual Calculation of Worksheet

· Multiply the hours for each EMACS code by the rate of pay and list in the Dollars field

· Add all amounts in the Dollars field for each week and enter the amount in the Total Dollars field
· Add total hours for each week and enter in the Total Hours field
Weighted Base Rate of Pay (WBRP) 
The WBRP is determined by dividing the total dollars by the total hours subject to FLSA.  The calculation should carry to six places after the decimal.   The WBRP is then multiplied by 50% (.50) to determine the Weighted Overtime Pay (WOP) as EMACS pays overtime at half time.
Total Overtime (OT) Hours

Subtract 40 from the Total Hours field. This represents the number of OT hours the employee worked per week when both positions were combined.  Multiply the weekly total OT hours by the WOP as calculated above to determine the amount due the employee.

Note: List the sum in the OTM field located under Total OT Hours

Overtime–FLSA (OTF Paid)
EMACS will calculate and pay the employee for OT hours in excess of 40 hours within the same week for one position number.  List the OT amount received in the OTF Paid field.
Overtime-Manual (OTM)
The adjusted OTM amount is calculated by subtracting the OTM from the OTF Paid Amount.
PAYROLL SPECIALIST RESPONSIBILITIES

· Audit time for employees who are in multiple positions to determine if there is OT
· Complete form as appropriate
· If necessary, attach original Payroll Adjustments Approval to FLSA Worksheet and submit to Employee Relations-HR for approval.  Employee Relations-HR will sign and forward to EMACS-Payroll.

· Retain copy for department file

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

FLSA PAYROLL CORRECTION (SPECIAL DISTRICTS)

FORMS REQUIRED




MANDATORY FIELDS

FLSA Payroll Correction (Special Districts) (

All

GENERAL INFORMATION

The FLSA Payroll Correction (Special Districts) form is used to calculate the amount to be paid an eligible Fire Safety employee, in a designated work period, based on OT premium with Paramedic Differential added for WBRP.

The electronic worksheet will automatically calculate the FLSA Payroll Corrections to determine the additional amount due the employee in the Weighted Average Rate Calculation section as follows:

When the file is opened, complete the fields that are highlighted in blue.

Reg Shift (REG)
Enter the number of hours the employee worked during their designated work period (i.e. 24 or 28-day work period for FLSA purposes).

OT (FOT) – Fire Fighter Overtime

Enter the number of OT hours the employee worked during their designated work period.  These hours must agree with the FLSA hours on the attached FLSA Paramedic Pay Calculation Worksheet completed for each employee.

Regular Hourly Rate
Enter the employee’s base rate of pay for the designated work period.

Differential
The Differential must be converted to the employee’s FLSA work period.  The 24-day work period crosses over two pay periods.  Include the Differential amount for one pay period plus 10 days.

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete FLSA Payroll Correction form for employees who have both OT and Paramedic Differential in a scheduled work period

· If necessary, attach original Payroll Adjustments Approval to FLSA Worksheet and submit to County Fire-HR for approval.  County Fire-HR will sign and forward to EMACS-Payroll.

· Retain copy for department file

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing
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