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INTRODUCTION

The Data Collection and Distribution System (DCDS) provides for the electronic collection of all data related to time and attendance.  Every LARA classified employee is responsible for entering their time each pay period.  Timekeepers or supervisors must submit time for an employee only when an unexpected absence prevents the employee from doing so.
REPORTING TIME

All hours worked and leave used must be reported in whole numbers and tenths.  Use the chart below to determine appropriate tenths of hours for leave time used:

	Number of Minutes
	Use
	Number of Minutes
	Use

	4 - 9
	.1
	34 - 39
	.6

	10 - 15
	.2
	40 - 45
	.7

	16 - 21
	.3
	46 - 51
	.8

	22 - 27
	.4
	52 - 57
	.9

	28 - 33
	.5
	58 - 63
	1.0


Absences:
All employees are expected to report to and depart from work on time according to their specific work schedule.  Tardiness, extended breaks and/or lunch periods, and early departures may result in required use of leave credits, assessment of lost time, and possible corrective and/or disciplinary action.  Requiring use of leave time is at the discretion of management.
Holidays:  Full time employees receive 8.0 hours of holiday pay on designated holidays.  Holiday hours for less than full time employees are calculated as the average hours in pay status (up to a maximum of 80 hours) during the last six pay periods x .1.  (i.e. if an employee averaged 64 hours in pay status over the previous six pay periods, they would enter 6.4 hours for the holiday.)  The average hours for the previous six pay periods can be found on the ‘Emp Info’, ‘General Info’ tab in DCDS.
Timesheet Changes/Corrections:  Timekeepers and certifiers have the ability to modify timesheets for the current pay period until the TKU has been released by OHR on the first Monday of the next pay period; OHR begins releasing TKUs at noon on Monday.
 
All post-release corrections to time and attendance must be reported in writing (e-mail or memo) to OHR by the employee’s supervisor.  The request must contain the name of employee, employee ID number, pay period in question, TKU number, and what the change(s) are.  If the change involves sick leave use, the reason for the leave use must also be provided.
BUREAU RESPONSIBILITIES
The bureau will be required to identify primary and alternate timekeepers and certifiers for each time keeping unit (TKU).  Notification of any change to the status or designation of timekeeper or certifier must be made to the Office of Human Resources (OHR) one pay period prior to the change, if possible.  To facilitate the change, a LARA DCDS Security Request form must be completed and submitted to OHR.
Bureau liaisons shall notify OHR of supervisor changes so that new supervisors can be linked to their subordinate staff.  A list of subordinate staff for a supervisor must be attached to the DCDS Security Request form for new supervisors.  If there is a change in staff between existing supervisors, a new list of subordinate staff may be submitted in the form of a memorandum or E-mail message at the beginning of the pay period that the change takes place.
EMPLOYEE RESPONSIBILITIES
Employees are responsible for entering and submitting their time by 9:00 am on the last Friday of the pay period.  Holidays in a pay period may result in an adjustment to this deadline.
All time and attendance must be entered in a daily format, on a bi-weekly basis.  Employees should never enter and submit time for future pay periods unless the employee knows in advance that they will be off for an extended period of time using leave credits.  Existing practices regarding leave usage will remain in effect and all time and attendance will be entered in a manner consistent with the Department of Licensing and Regulatory Affairs’ DCDS Timekeeping Guidelines and Responsibilities. 
Once the employee has submitted their timesheet, it can only be modified by their supervisor, timekeeper, certifier or OHR.  All changes or modifications must be accompanied by supporting documentation or comments in DCDS.  All change requests sent to OHR require documentation of supervisor approval.
See the Employee Entry procedures for detailed information.
SUPERVISOR RESPONSIBILITIES

Supervisors must protect the confidentiality of all data of their assigned employees.  The supervisor must ensure that the hours entered by the employee are accurate and that necessary comments have been entered before approving the timesheet.  Existing practices regarding leave usage will remain in effect and all time and attendance will be entered in a manner consistent with the Department of Licensing and Regulatory Affairs’ DCDS Timekeeping Guidelines and Responsibilities.  If the supervisor finds an error, they should modify the timesheet to correct the error before approving it and notify the employee of the change.  If the error is identified after supervisor approval, the request for modification must be sent to the timekeeper.
Managers/supervisors should approve timesheets by 12:00 noon on the last Friday of the pay period.  If the manager/supervisor is unavailable that day, the timesheets can be approved the following week.  It is important that timesheets be approved each pay period and that they are individually reviewed to ensure that they accurately reflect the employee’s time worked and leave time used.  Although it is highly preferred that supervisors approve time prior to the timekeeper performing the audit function, a later supervisor approval will not prevent the timekeeper from completing the audit function.
Unless the supervisor has been previously notified by the Disability Management Office (DMO) that an employee has requested a leave of absence, they must notify the DMO whenever an employee:  1) reports five or more consecutive days of sick leave, 2) has a worker’s compensation injury, or 3) is off payroll or is using sick or annual leave for an extended period for medical reasons.  Additionally, if an employee returns to work from a medical leave or workers compensation without prior notification to the supervisor from the DMO, the supervisor must contact the DMO for clearance of the employee before allowing them to work.  Disability Management Office phone number: 1-877-766-6447 (prompt 2).
See the Supervisor Approval procedures for detailed information.
TIMEKEEPER RESPONSIBILITIES
Timekeepers must maintain confidentiality regarding all data in their assigned TKU(s).  Information about an employee’s time record can be released only to the employee’s supervisor.

Timekeepers are responsible for establishing and updating a default work schedule for each employee in their assigned TKU(s).  They are also responsible for reviewing all hours entered, comments, leave usage and overtime reported for each employee in their assigned TKU(s).  Timekeepers will enter time in a daily format on a bi-weekly basis for those employees that are off work or do not have access to DCDS.  Existing practices regarding leave usage will remain in effect and all time and attendance will be entered in a manner consistent with the Department of Licensing and Regulatory Affairs’ DCDS Timekeeping Guidelines and Responsibilities.
When timekeepers are performing the audit function, they must verify that all employee timesheets have been approved by the employees’ supervisor.  Timekeepers can verify supervisor approval of the employee’s timesheet in the APPRV column on the TKU Review tab of the TKU Processing screen.  If there are timesheets that have not been approved, please remind the supervisors that it is crucial that they approve the timesheets for their employees.  All TKUs must be audited by their respective timekeeper prior to certification.  The audit of the current pay period must be completed no later than 3:00 pm. on the last Friday of the pay period; holidays in a pay period may result in an adjustment to this deadline.

Once audited, a timesheet can be modified by the Timekeeper until it has been released by OHR.  Instructions on modifying a timesheet can be found in the Audit Process guide on the OHR website’s DCDS page.  All changes or modifications must be accompanied by proper documentation or a comment in DCDS.
See Timekeeper Entry, Default Work Schedules, and Audit Process for detailed information.
CERTIFIER RESPONSIBILITIES
Certifiers must protect the confidentiality of all data in their assigned TKU(s).  Information about an employee’s time record can only be released to the employee’s supervisor.

Certifiers are responsible for reviewing all hours entered, comments, leave usage and overtime reported for each employee in their assigned TKU.  Certifiers are responsible for contacting the Timekeeper to have any errors in time and attendance corrected prior to Certifying.  Certification of the current pay period must be complete no later than 5:00 pm on the last Friday of the pay period.  Holidays in a pay period may result in an adjustment to this deadline.  Once a TKU has been certified, it can be modified by the Certifier up until the time that OHR releases the TKU.  Certifiers will have until Noon on the Monday immediately following a pay period to make corrections to timesheets using the TKU Processing Screen.  Instructions on certification procedures and modifying a timesheet can be found in the Certify Process guide on the OHR website’s DCDS page.  All changes or modifications must be accompanied by supporting documentation or comments in DCDS.
OFFICE OF HUMAN RESOURCE RESPONSIBILITIES
OHR staff will input and maintain all security profiles and link supervisors to their subordinate staff.  They will also ensure that the initial Index and PCA codes are correct in DCDS.  OHR staff will review all hours entered into DCDS prior to releasing the TKU for processing, and will enter all post-release adjustments into DCDS and/or HRMN, as appropriate.
