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VARIOUS PERSONNEL PAYROLL ISSUES

OVERTIME

In compliance with the Los Angeles County Code Section 5.44.050, employees should not work more than 24 hours per week or 96 hours per month in combined outside employment and Departmental overtime.  Each employee shall monitor his or her own compliance to this County standard.  Continual exceeding of the 24 hour per week or 96 hour limit per month by an employee may result in administrative corrective action, including discipline, which may also result in an employee being restricted from working overtime.  The purpose of this provision is to prohibit employees from allowing there outside employment or overtime activities from impairing their efficiency on their regular work assignment.

In situations where receiving prior written or verbal authorization is not possible for emergent overtime, the employee must make all reasonable efforts to obtain appropriate supervisory and management approval no later than the following work day, using the DCFS 158-1.  NOTE:  First line supervisors do not have the final authority to authorize overtime.

In non-emergent situations, prior written approval to work overtime must be received from the supervisor/manager and approved by the Regional Administrator, Division Chief, Assistant Regional Administrator or the authorized manager of the Region/Division in which the overtime is being requested.  As this will not be an emergent request, a DCFS 158–1 must be submitted to an authorized manager at least 48 hours (two business days) prior to the date on which the non-emergent overtime being requested is to be worked, and must be approved prior to working overtime.  

DCFS 158-1 for overtime hours worked should be completed by the employee, approved by the appropriate level manager and submitted to the Timekeeper to be forwarded to Central Payroll within the pay period in which the overtime is worked.  

SIGNATURES REQUIRED ON THE DCFS 158-1

Employee – Staff who actually worked the overtime.

Supervisor – The designated first level of authority that approves or denies

overtime.

Office/Section Head Approval – At the level of Assistant Regional Administrator, Children Services Administrator III, Human Services Administrator III, Administrative Services Manager II, or equal to and above these levels.



REMOVAL OF BONUSES

Effective immediately all out-of-class and bilingual bonuses for employees who are transferred to a different Unit/Division/Bureau or promoted will be removed unless the 68 indicates that the bonus is not to be interrupted.  This will alleviate employees being overpaid bonus earnings after receiving a promotion or is transferred to a new assignment where the bonus is not appropriate.

EVENING AND NIGHT SHIFT DIFFERENTIAL
The purpose of this release is to reiterate and clarify the interpretation of the evening and night shift bonus policy.

The Los Angeles County Code Section 6.10.020 states the following:

1. An “evening shift” is a regularly established work shift at

least five-eighths of which falls between the hours of

4:00 p.m. and 11:00 p.m.

2. A “night shift” is a regularly established work shift at least

five-eighths of which falls between the hours of 9:00 p.m.

and 8:00 a.m.

The Chief Administrative Office assisted the Department in interpreting the above as follows.

1. The bonus is paid only to employees whose regularly assigned

shift meets one of the above criterion.  NOTE:  This does not include

employees working overtime at a 24-hour facility who is regularly

assigned to a day shift assignment.

2. Typical positions eligible for the bonus within the Department

are those found in a 24-hour facility, such as MacLaren Children’s

Center, Child Abuse Hot Line and the Emergency Response

Command Post.

3. The bonus may be paid to any employee holding status in an

eligible class.
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