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1.0
PURPOSE
To establish a clear process to accurately document and compensate employees for authorized work performed and hourly benefit calculations.
2.0
REVISION HISTORY
07/01/2010-Original Document
05/01/2011-Tactical Medic Codes added and L&I time loss payment 
practice placed into procedure.
01/01/2012-Adjusted the language to reflect leave cannot be used 

until earned and report availability.
01/26/2012-Adjusted language to reflect tracking of grant funded 

positions.

04/03/2012- Adjustments for ERS implementation and minor 

clarification of responsibility, definitions, coding and 

reporting.
3.0
ATTACHMENTS
4.0
PERSONS AFFECTED
All Personnel
5.0
POLICY
5.1
The District shall maintain a transparent, accurate, and legal method to track and pay for compensable time.
5.2 The District shall maintain a transparent, accurate, and legal method to track benefit hours accrued and utilized.
6.0 DEFINITIONS

Emergency Reporting System (ERS)- A web based system utilized to document incidents, compensable time, and accruals.
7.0 PROCEDURE
7.1
Annual Establishment of Payroll.
7.1.1
Annually, monthly payroll will be established based upon the authorized personal services contracts and bargaining unit agreements.
7.1.2
At or before the first Board of Fire Commissioners meeting of the each year, an annual payroll authorization resolution will be presented for adoption reflecting 7.1.1.
7.1.2.1
From this resolution, the Finance Assistant (FA) shall enter the monthly payroll within the Kitsap County payroll system for every employee.
7.1.3
All pay will be based upon this rate plus or minus exceptions outlined in collective bargaining agreements, personal services contracts, or other reasons authorized individually by the Board of Fire Commissioners.
7.2
Documentation Process.
7.2.1
The ERS shall be used to document all compensable time and leave usage.
7.2.1.1
All personnel shall be entered into the system based upon their active assignment.

7.2.1.2
Grant funded positions will be addressed on a case by case basis in order to assure adherence to the documentation requirements of the grant.

7.2.2
The District will track compensable time and leaves on the basis of exception.  It is assumed that personnel are working their assigned hours unless an exception is documented in ERS.
7.2.3
Employees shall not use leave until it is documented as available on their individual leave record report. If an employee utilizes leave that is not available at the time of usage, leave without pay will be implemented. 

7.2.3.1
Employees who are granted their annual leave amounts at the beginning of the year are subject to all conditions agreed to in their collective bargaining agreement regarding payout upon termination. 

7.2.4
The Shift Battalion Chief (BC) or Acting Shift Battalion Chief (ABC) is responsible to account for all shift personnel time and assigned location during a shift.
7.2.4.1
By the end of each shift, the BC will finalize the leave and pay code documentation to assure accuracy of the data.
7.2.4.2
Supervisors receiving personnel transferring work schedules shall assure the individual is assigned to the correct location in ERS.
7.2.5
ASM is responsible to account for all personnel assigned a daytime shift. 

7.2.5.1
Personnel on a daytime shift shall report all 

time off via e-mail immediately following their return 

to work. 

7.2.5.2
By the end of each week, the ASM or designee shall enter the pay/leave codes authorized by the employee and most reflective of the time off.
7.2.5.3
 All compensable time or leave usage for assigned work periods shall be entered into ERS in the daily roster.
7.2.6 The BC or ABC is responsible to account for all personnel assigned to their shift.

7.2.6.1 The BC or ABC shall assure the appropriate pay/leave codes are accurately assigned.
7.2.6.2 This coding shall reflect the hours worked or the appropriate exception.

7.2.7
Authorized pay/leave codes are outlined below:


7.2.7.1    ABC

Acting Battalion Chief


7.2.7.2    ABC100%
Acting Battalion Chief, Full Pay


7.2.7.3    OTABC 
Acting Battalion Chief on Overtime
7.2.7.4    OTABC100% Acting Battalion Chief on 
                                     Overtime, Full Pay


7.2.7.5    AC

Acting Captain


7.2.7.6    AC100%
Acting Captain, Full Pay


7.2.7.7    OTAC
          Acting Captain, on Overtime
                   7.2.7.8    OTAC100%   Acting Captain, on Overtime Full 
                                                        Pay


7.2.7.9     ALP

Administrative Leave Paid


7.2.7.10   ALUP
          Administrative Leave Unpaid


7.2.7.11   ALT

Acting Lieutenant


7.2.7.12   ALT100%
Acting Lieutenant, Full Pay


7.2.7.13   OTAlt

Acting Lieutenant on Overtime 
                   7.2.7.14  OTALT100%Acting Lieutenant on Overtime,
                                                       Full Pay


7.2.7.15      Breav
Bereavement Leave


7.2.7.16      Comp + 
Comp time Accrual


7.2.7.17      Comp -
Comp time Used


7.2.7.18      CRT

Court Leave


7.2.7.19
DB

Department Business


7.2.7.20
EDR

Education Leave Returnable


7.2.7.21
EDU

Education Leave-Unavailable


7.2.7.22
Emer

Emergency Leave



7.2.7.23
FlexOn
Working hours outside normal 






assignment


7.2.7.24
FlexOff
Off hours in normal assignment


7.2.7.25
Hol

Holiday Leave


7.2.7.26
Kel

Kelly Day



7.2.7.27
LDOTJ
Light Duty On the Job


7.2.6.28
LDOFF
Light Duty Off the Job


7.2.6.29
Mil

Military Leave

7.2.6.30
Mtg

Meeting
7.2.6.31
Neg

Negotiations
7.2.6.32
OT

Overtime
7.2.7.33
OT-NKFR
OT at NKFR
7.2.7.34
OTH

Other Leave
7.2.7.35
PL

Personal Leave
7.2.7.36
RegD

Regular Duty-Days
7.2.7.37
RegS

Regular Duty-Shift
7.2.7.38
SL

Sick Leave
7.2.7.39
SLF

Sick Leave Family
7.2.7.40
SLION
Sick Leave Injury on Duty
7.2.7.41
SLIOFF
Sick Leave Injury off Duty
7.2.7.42
TMOFF
Tactical Medic Flextime off Duty

7.2.7.43
TMON
Tactical Medic Flextime on Duty

7.2.7.44
TRD+
Shift Trade Working
7.2.7.45
TRD-

Shift Trade Off
7.2.7.46
TRD+ABC
Shift Trade Working/ABC

7.2.7.47
TRD+AC
Shift Trade Working/AC

7.2.7.48
TRD+ALT
Shift Trade Working/ALT

7.2.7.49
SA

Special Assignment
7.2.7.50
UNION
Union Leave Off Duty
7.2.7.51
UnionL
Union Leave. On Duty/Unavail.
7.2.7.52
UnionRT
Union Release Time
7.2.7.53
VAC

Vacation
7.2.7.54
Vcny

Vacancy
7.2.8
Exempt personnel- These personnel work a minimum of 40 hours per week with discretion and flexibility to achieve assigned responsibility. Within ERS, they will be scheduled for a 40 hour work week, when this is not attained they shall document and utilize the appropriate accrued benefit.
7.2.9 Personnel working daytime shifts are assigned various scheduled work patterns outlined in ERS. Those authorized to flex their hours shall track all time using the flexible hour codes.
7.2.10 The FA will adjust benefit accruals and hourly rates 
for those that switch from shift to a daytime assignment in accordance with the provisions within the applicable collective bargaining agreements.
7.2.11
Overtime shall be authorized and coded within the daily roster activity code.
7.2.11.1
Overtime shall be further categorized by the 

project codes as noted:
7.2.11.1.1
(1) Late Call- An employee is held past the 
end of their regularly scheduled shift.
7.2.11.1.2 (2) Sick Leave Coverage (Member)- Minimum staffing coverage for a member off on sick leave. 
7.2.11.1.3 (3) Sick Leave Coverage (Family)-Minimum staffing coverage for a member caring for an ill family member as allowed by law. 
7.2.11.1.4 (4) Sick Leave Coverage-(On the job injury)- Minimum staffing overtime coverage for a member who has been injured on the job.  
7.2.11.1.5 (5) Sick Leave Coverage-(Off the job injury)- Minimum staffing overtime coverage for a member who has been injured off the job.
7.2.11.1.6  (6) Fire/Rescue Training-Teaching or receiving training specifically related to firefighting, technical rescue, tactics, strategy, safety, etc. outside of normal work schedules.  Also used for employees working overtime covering minimum staffing so that an on duty employee can attend Fire/Rescue training.
7.2.11.1.7  (7) EMS Training- Teaching or receiving training specifically related to EMS such as Base Station, classes and conferences related to EMS and/or Para-medicine outside of their normal work schedule. Also used for employees working overtime covering minimum staffing so that an on duty employee can attend EMS training. 
7.2.11.1.8 (8) Other Training- Teaching or receiving training that is not specifically related to EMS, Fire or Rescue such as leadership, career development and management outside of their normal work schedule. Also used for employees working overtime covering minimum staffing so that an on duty employee can attend this training. 
7.2.11.1.9 (9) Call Back-An employee who is called back or held over for special circumstances such as wind stoERS, 2nd alarm incidents, MCI’s, additional staffing for stations or apparatus for potential emergencies
7.2.11.1.10 (10) Public Education/Public Relations-CPR classes and public relation events.  
7.2.11.1.11 (11) Meetings- Attendance at meetings. This category is also used for member working minimum staffing coverage so that an on duty employee can attend a meeting.  
7.2.11.1.12 (12) Special Assignment- An assignment which requires an employee to work overtime.  Projects include participating in internal or external testing processes for an employee working overtime covering minimum staffing so that an on duty employee can participate in the special project
7.2.11.1.13 (13) Other- Coverage of another employee who is off for administrative, bereavement, leave from jury duty assignment, or other contractual or policy provision not covered above.  
7.2.11.1.14 (14) Vacancy- Coverage of a vacant position.  Vacancy overtime can be created through a member off for extended military leave, leave without pay or termination of employment.
7.2.11.1.15 (15) Union Leave- Coverage for union leave identified within the collective bargaining agreement and authorized by the Bargaining Units Vice President.
7.2.11.2 In the notes section below the project code, detail 
the reason for the overtime/the person authorizing. For example (RS1 Training/ Gillard) or (Leadership Team Meeting/Olson).

7.2.11.2.1
The authorizing person shall be the Line 
Item Owner who authorized the expenditure. This Line Item Owner shall be contacted by the Shift Battalion Chief for final authorization and concurrence. In the case of minimum staffing overtime, the line item owner shall be delegated to the assigned Shift Battalion Chief.
7.2.12 The Shift Battalion Chief or Acting shall at the end 

of their assigned shift review all coding and documentation of employee compensable time to assure accuracy. Once this quality assurance review is completed, they shall close the roster.

7.2.13
All overtime will be paid with the following month’s 
payroll.
7.2.14 All payroll discrepancies shall be identified and 
documented through the chain of command to the 
FA. Any adjustments will be made in the following 
month’s payroll or as agreed to by both parties.

7.3
Validation of payroll and leave usage.
7.3.1
By the end of the first week of each month, the FA shall download all payroll and leave data from ERS and create an individual (time sheet) for every employee.
7.3.2
These time sheets shall be delivered to the shift Battalion Chief and ASM who shall have every employee within their shift validate previous month’s record.
7.3.2.1
If a discrepancy occurs, the specific item shall be reviewed by the employee affected and the BC or ASM. Any discrepancies shall be investigated and a valid figure utilized. 
7.3.2.2
If a discrepancy is found, the BC or ASM shall adjust ERS and advise the FA who will create a new record for review.
7.3.2.3
Once the record is validated, each employee shall sign and verify concurrence with the information.
7.3.2.4
The signed document shall be returned to the FA for processing and filing.
7.4
Processing and authorization of payroll.
7.4.1
From the validated time sheet, the FA will transfer all acting and overtime worked into the Excel payroll affidavit spreadsheet.
7.4.2 The FA will reconcile time sheets to the payroll affidavit every month.
7.4.3
The FA will enter all payroll data from the affidavit into the Kitsap County Payroll with no changes made to the adopted monthly salary unless it is step increases, longevity adjustment, overtime, acting, or other pay adjustment authorized by the Board of Fire Commissioners through authorization of the payroll affidavit.
7.4.4
The FA shall request a register from Kitsap County payroll report and reconcile it to the payroll affidavit.
7.4.4.1
Once reconciled, the FA will e-mail the payroll affidavit to the Kitsap County Payroll Department.
7.4.5
The payroll affidavit and individual time sheets will be delivered to the Fire Commissioner Financial Officer and Fire Chief for review and concurrence prior to the second Board of Commissioners Meeting of each month. They shall review and audit all recommended expenditures.
7.4.6
A Payroll affidavit shall be sent to the Board of Fire Commissioners at least three days prior to the scheduled meeting where the Board will vote on its authorization.
7.4.7
Once authorized, the FA will send an original signed authorization to Kitsap County Payroll who will process the payroll and distribute the funds.
7.4.8
The FA will receive the payroll distribution report for each employee and distribute them through the District’s internal mail system.
7.5
Adjustment of leave accruals and tracking of usage.
7.5.1
The FA shall maintain a record of all leave accruals and usage.
7.5.2
Accruals shall be added into the employee’s account as determined by their respective collective bargaining unit agreement. Exempt employees shall have all accruals placed into their accounts at the beginning of each year.
7.5.2.1
The FA will annually review and maintain a schedule of increases as authorized by collective bargaining agreements and implement.
7.5.3
From the monthly time sheet, the FA shall adjust each employee’s leave record for leaves taken and comp time earned.
7.5.4
The FA shall deliver an individual leave record to the Shift Battalion Chief for shift personnel and ASM for daytime staff.
7.5.4.1
These supervisors shall deliver the individual leave record to each employee within their chain of command. The employee shall review and sign the leave record summary in concurrence of its accuracy. Any discrepancies shall be noted to the supervisor who shall investigate the identified problem and develop an accurate solution.
7.5.4.1
The shift Battalion Chiefs and ASM shall return the leave record summary to the FA for filing.
7.5.5
For line of duty injuries, all time loss payments from Labor and Industries received by an employee shall be delivered to the FA within 10 calendar days of receipt of the payment.
7.5.6.1
The ASM is notified by Labor and Industries of time loss payments. The ASM shall notify the FA of the payment when it is posted.

7.5.6.2
During the monthly accrual reconciliation, the FA 

shall notify all members who received time loss payments and have not turned them into the District, to turn in any checks received to refill their leave banks proportionately.


7.5.6.3
The amount received shall be translated according  

to the individuals hourly rate from the leave bank drawn upon to cover the time off.

7.5.6.4
If receipt of the time loss payment from Labor and Industries is not received by this time period, the FA shall notify the individuals Battalion Chief and the ASM for immediate action. 
7.6
Reporting
7.6.1
The FA shall monthly prepare the following reports and deliver them to the Fire Chief for review:
7.6.1.1
A monthly breakdown of all overtime authorized the previous month.
7.6.1.2
A monthly breakdown of all leave usage for the previous month. This report shall show all leaves used in hours by an employee.

7.6.2
The FA shall annually prepare a leave usage report documenting the following data for each employee. 


7.6.2.1
Leave balances at the end of each year.


7.6.2.2
Total leave utilized for entire year by each category.


7.6.2.3
The percent of sick leave used for each employee, 

shift, and department totals. Percentage of use shall be calculated according to the following formula:




Total hours sick leave utilized year/total hours of 

work for one year as defined by the collective bargaining agreement.
7.6.3
The FA shall update leave accruals and usage for each employee by the end of the following month. For example, leave utilized in January will be reported by March 1.

7.6.3.1
Employees are expected to keep track of their leave usage to ensure the leave is currently available between reporting periods. 
7.6.3.2
These reports shall be maintained on the business portion of the server in a file titled “Leave Reports” accessible to all employees.

7.7 Record keeping
7.7.1
The FA shall organize and maintain all records and signed copies of documents in a manner that allows accurate and easy retrieval.
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