Subject: Process for Verifying and Authorizing ICB Time

When employees who are permanently assigned to their school (working Monday thru Friday) are used
to work ICB overtime normally on Saturday or Sunday, only the following two documents are required
for authorization for the day(s) worked:

¢ Acompleted timesheet signed and dated by both the employee and their supervisor
* Acopy of the Approved Hours Report —Revised from the ICB Web site at
http://172.17.1.67/mcps.asp

This report must be printed prior to payroll, but must be the revised version clearly stated in the header
of the first page “Revised”. Both documents must be attached to the timesheet in order to post time
into the payroll system. An example of the correctly completed documents required in this case are
attached as Case 1 (two samples are provided).

When an employee works at a school that is different from his/her base work location, a third document
is required to verify the actual hours worked by the employee. The building service manager at the
location worked must complete, sign and fax a MCPS 280-19, Authorization for Employee Use of
Overtime, to the employee’s base work location. Although the MCPS form 280-19 indicates that the
signature of the base school manager is required, in this case the manager at the location where the
employee worked signs it. The documents required in this case to authorize the overtime include the
employee’s timesheet, the Approved Hours Report- Revised from the ICB Web site, and the MCPS form
280-19 signed by the work location manager. An example of documents required in this case are
attached as Case 2 (two samples are provided).

¢ Acompleted timesheet signed and dated by both the employee and their supervisor

e Acopy of the Approved Hours Report —Revised from the ICB Web site at
http://172.17.1.67/mcps.asp

* A MCPS form 280-19 filled out and signed by the work location manager

When an employee is permanently assigned to your school as an ICB Weekend Worker (working Friday 4
hours, Saturday working 8.5 hours (minus 30 minutes for lunch) and Sunday working 8.5 hours (minus
30 minutes for lunch) only the following two documents are required for authorization for the day(s)
worked:

* Acompleted timesheet signed and dated by both the employee and their supervisor
* Acopy of the Approved Hours Report —Revised from the ICB Web site at
http://172.17.1.67/mcps.asp

This report must be printed prior to payroll, but must be the revised version clearly stated in the header
of the first page “Revised”. Both documents must be attached to the timesheet in order to post time
into the payroll system. An example of the correctly completed documents required in this case is
attached as Case 3.



CINpioyee ana reuree oervice vemer
Montgomery County Public Schools

Rockville, Maryland 20855

(CASE 1)

FALD 1 IMEDHEEI

Normal Duty Hours Sort #
11111 School Plant 80 10-22-11 to 11-5-11 )
From __‘___ To____‘_
Employee ID Employee Name Hrs. Sched. Pay Period APV (AW PM)
A | Exceptions to Mon.- Fri,
Location: 02823 Argyle Middle School Work Schedule
" Starting Day Ending Day
Position: Building Service Worker Shift 1
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Write the hours worked in the day columns below.
WEEK ONE WEEK TWO
oAy SAT | SUN [ MON | TUE | WEG | TAU IRl SAT | SUN [ MON | TUE 1 WED | THU R
CODE | 10/22 1 10/23 | 10/24 | 10/25 | 10/26 | 10/27| 10/28 [ 10/29| 10/30 | 10/31| t1/1 | 11/2 ] 113 | 11/4 | ToTAL COMMENTS
REG 8 8 8 8 8 8 8 8 8 8 80

ABSENCE HOURS - Worite the type of absence in the pay code column provided and hours of that absence in the day columns.

PAY :
CODE B
TOTAL HOURS - Write total of Regular hours and Absence hours.
TOTALS 8 8 8 8 8 E 8 8 8 8 8 80

PAY
CODE

OVERTIME HOURS - Write the type of overtime in the pay code column provided and hours of that overtime in the day columns.

oup

38

FRACTION OF HOUR

Report fraction of an howr of
time worked:

MINUTES REPORT
WORKED TENTHS
0-05 . ... 4]
6 - 11 ... A
12 - 17 2
18 - 23 3
24 - 29 . 4
36 - 3 . 5
36 - 41 . 6
42 - 47 . 7
48 - 53 8
54 - 59 9

*EMR is the only
absence code allowed
for long- term subs.

ABSENCE PAY CODES OVERTIME PAY CODES

ADL . Administrative Leave

ANN . ... Anual Leave CBP ... . Call-Back Pay .
BFl . ... Bereavemert - |mmediate DEC . ... Delayed Opening/ Early Closing
8FO Bereavement - Other EDW . . . . Emergency Day Worked

CVL .. .. Civil HRR . . . . Holiday at Reguar Rate
"EMR . . .. Emergency OTR .. .. Overtime

HOL . . .. Holiday OUR . . . . Outside Use at Regular Rate
We ... iress in Family QU . . . . Outside tse at Time and 1/2
ML .. Miitary SB - Standby Hours

NPR .. .. Reported Leave Without Pay WOH . .. . Hours worked on a holiday
NPS Sched. Leave Without Pay

PER Personal Leave

A P e e REGULAR HOURS PAY CODES
SCK Sick Leave REG . . . . Supporting Services and

UBL . . .. Union Business Leave F'rofessionr%al Hours

P Unusual or Irrperative w/ Pay LTS . Long- Term Substitute

WCP . . .. Worker's Compensation Teacher Hours

SIGNATURES

This is to certify that | have worked the hours shown and that
paymert has not been received for any of the above hours.

Schoot Aank11Jufi1

Employee Da. Yr

This is to certify that | have examined the above report and
found it to be correct. it has been completed in accordance with

BMSMggle MS  11/ufil

Supervisor v




Weekday Overtime Hours and Approved Weekend Staff Hours

10/22/11 - 11/05/11 - REVISED

All overtime forms (280-19) must be submitted by fax to 240-777-2717 the next business
day after use in order for the approved 280-19 to be posted in time for payroll.

Actual Hrs
Use Approved Total (hh:mm) Cafeteria Building Security

School Hours*  Additional* Approved* Bldg Open + Worker Attendant  MST Staff  Notes
Arcola Elementary School

10/23/2011 3.00 1.00 4.00 5:24

10/30/2011 3.00 1.00 4.00 5:32
Argyle Middle School

10/22/2011 4.00 1.50 5.50 5:51

10/23/2011 5.00 1.00 6.00 10:56

10/29/2011 3.00 1.00 4.00 3:51 5 st PLOJ\Lt 3%

10/30/2011 7.00 1.00 8.00 10:07 5.00
Ashburton Elementary School

10/22/2011 3.00 2.00 5.00 6:23

10/29/2011 3.00 2.00 5,00 5:48
Banneker, Benjamin Middle School

10/23/2011 3.00 2.00 5.00 5:03

10/30/2011 3.00 2.00 5.00 4:04
Barnsley, Lucy Elementary School

10/22/2011 3.00 1.50 4.50 4:54

10/23/2011 4.00 1.50 5.50 3:47

10/29/2011 6.50 2.50 9.00 8:13

10/30/2011 4.00 1.50 5.50 5:35
Beall Elementary School

10/23/2011 6.50 5.50 12.00 8:36 5.50 6.50

10/30/2011 6.50 5.50 12.00 9:25 5.50 6.50
Bel Pre Elementary School

10/23/2011 6.00 2.00 8.00 8:49

10/30/2011 6.00 2.00 8.00 9:18
Bells Mill Elementary School

10/22/2011 9.00 5.00 14.00 14:42 7.00
*Weekends and holidays only /r\(‘ Was W THE RUILDING FOL 2. 5] C3 oS
+ Per Security Pad Times AND S| MINUTES - CONUERTS TO MCRS

Wednesday, November 09, 2011

Saffis  AmEe {5 3.%) Page 1 of 20
THis 16 unoe R Y wours PrPPROVED.



CInpioyee ana rexiree oervice vener
Montgomery County Public Schools
Rockville, Maryland 20855

(QHSEIA)

FALD HIMEDHELE!

Normal Duty Hours Sort #
11111 School Plant 80 10-22-11 to 11-5-11
From___ ‘' ____ To___+____
tmployee 1D Employee Name Hrs. Sched. Pay Period AP AW PY)
. i Exceptions to Mon.- Fri.
Location: 02823 Argyle Middle School Work Schedule
- Starting Day Ending Day
Position: Building Service Worker Shift 1
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Write the hours worked in the day columns below.
WEEK ONE WEEK TWO
oy SAT SUN MON TUE WED I8 SAT SUN MON TUE WED THY. FRIL BIWEEK
CODE | {0/22 | 10/23 | 10/24 | 10/25 | 10/26 | 10/27 1029 1 10/30 | 10/31) 11/1 | 1172 | 11/3 | 11/4 | ToTAL COMMENTS
REG 8 8 8 8 8 8 8 8 8 80

ABSENCE HOURS - Write the type of absence in the pay code column provided and hours of that absence in the day columns.

PAY
CODE

TOTAL HOURS - Write tota of Regular hours and Absence hours.

TOTALS 8 8 8 8 8 g 8 8 8 8 8 80

OVERTIME HOURS - Write the type of overtime in the pay code column provided and hours of that overtime in the day columns.

PAY
CODE

our | 55

]
iJ“

FRACTION OF HOUR
Report fraction of an howr of

time worked:

MNUTES REPORT
WORKED TENTHS
o-05 ., . ... 0
6 - 11 ... 1
12 - 17 2
18 - 23 3
24 - 29 4
3¢ -35 . .. g5
36 - 41 .. 6
42 - 47 7
48 - 53 . . . 8
54 - 59 9

*EMR is the only

absence code allowed

for long- term subs,

ADL
ANN
BFI

BFO
CVL

HOL
IIF
Mt

EMR .

ABSENCE PAY CODES

Administrative Leave
Annual Leave
Bereavement -
Bereavement -
Civil

Irmediate
Other

- . Emergency

Holfiday

liiness in Family

Miitary

Reported Leave Without Pay
Sched. Leave Withouwt Pay
Personal Leave

Professional {eave

Sick Leave

Union Business Leave
Unusual or Irmperative w/ Pay
Worker's Compensation

CcBP

ouw
STB

LTS

DEC .. ..
EDW . . ..
HRR . . . .
OTR - ...
[o 0 -

WOH - ..

OVERTIME PAY CODES

. Call- Back Pay

Delayed Opening/ Early Closing

Emergency Day Worked

Holiday at Regular Rate

Overtime

Outside Use at Regular Rate

.. Outside Use at Time and 1/2
. Standby Hours

Hours worked ont a hotiday

REGULAR HOURS PAY CODES
REG . ...

Supporting Services and

Professional Hours

. Long- Term Substitute
Teacher Hours

SIGNATURES

This is to certify that | have worked the hours shown and that
payment has not been received for any of the above hows.

Sehoot Plamt  lulil

Employee Mo. Da Yr.

This is to certify that | have examined the above report and
found it to be correct. it has been completed in accordance with

policies and procedures.
BOM Ongpe MS 1yl

Supervisor v




Weekday Overtime Hours and Approved Weekend Staff Hours
10/22/11 - 11/05/11 - REVISED

All overtime forms (280-19) must be submitted by fax to 240-777-2717 the next business
day after use in order for the approved 280-19 to be posted in time for payroll.

Actual Hrs
Use Approved Total (hh:mm) Cafeteria Building Security

School Hours*  Additional* Approved* Bidg Open + Worker Attendant  MST Staff  Notes
Arcola Elementary School

10/23/2011 3.00 1.00 4.00 5:24

10/30/2011 3.00 1.00 4.00 5:32
Argyle Middle School -

10/22/2011 4.00 150 650) 5:51 6

chuset Pranke 5.9)

10/23/2011 5.00 1.00 6.00 10:56

10/29/2011 3.00 1.00 4.00 3:51

10/30/2011 7.00 1.00 8.00 10:07 5.00
Ashburton Elementary School

10/22/2011 3.00 2.00 5.00 6:23

10/29/2011 3.00 2.00 5.00 5:48
Banneker, Benjamin Middle School

10/23/2011 3.00 2.00 5.00 5:03

10/30/2011 3.00 2.00 5.00 4:04
Barnsley, Lucy Elementary School

10/22/2011 3.00 1.50 4.50 4:54

10/23/2011 4.00 1.50 5.50 3:47

10/29/2011 6.50 2.50 9.00 8:13

10/30/2011 4.00 1.50 5.50 5:35
Beall Elementary School

10/23/2011 6.50 5.50 12.00 8:36 5.50 6.50

10/30/2011 6.50 5.50 12.00 9:25 5.50 6.50
Bel Pre Elementary School

10/23/2011 6.00 2.00 8.00 8:49

10/30/2011 6.00 2.00 8.00 9:18

Bells Mill Elementary School
10/22/2011 9.00 5.00 14.00 14:42 7.00

,‘.\ —
*Weekends and holidays only : (WRS IV BLILDING  FOR 5 pouts S\ Misuns

+ Per Security Pad Times Can ONLY QLAIM 5.5 HOURS)
Wednesday, November 09, 2011 StaffHrs Page 1 0f 20




Cmpioyee dna relree oservice vemer
Montgomery County Public Schools
Rockville, Maryland 20855

CASE

FALD

rHmeonceetl

111l School Plant

80

10-22-11to 11-5-11

Employee ID Employee Name

Hrs. Sched. Pay Period

Location: 02207 Beall Elementary School

Normal Duty Hours Sort #

From

LD

To

AW

Exceptions to Mon.- Fri.
Work Schedule

. Starting Day Ending Day
Position: Building Service Worker
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Write the hours worked in the day columns below.
WEEK ONE WEEK TWO
SAT SUN | MON TUE WED THU | SUN | MON TUE WED THU ERI

PAY BIWEEK

CODE | 10/22 | 10/23 | 10/24 | 10/25 | 10/26 | 10/27 10/30 | 10/31] 11/1 | 1172 | 11/3 | 11/4 | ToTaL COMMENTS

REG 8 8 8 8 8 8 8 8 8 80

PAY
CODE

ABSENCE HOURS - Write the type of absence in the pay code column provided and hours of that absence in the day columns.

TOTAL HOURS - W rite totd of Regular hours and Absence hours.

TOTALS 8 8 8 8

80

PAY
CODE

OVERTIME HOURS - Write the type of overtime in the pay code column provided and hours of that overtime in the day columns.

OuUP 14

FRACTION OF HOUR | ABSENCE PAY CODES
5t ) e TR G ADL . ... Administrative Leave
time worked:
MINUTES &T ANN .. .. Amual Leave )
WORKED TEEN'H-QSC BF .. .. Bereavement - Immediate
BFO . . .. Bereavement - Other
0-05 .. . ... 0 oL .o Givil
6 - 11 1 YEMR .. .. Emergency
12 - 17 ... 2 HOL . . . Holiday
18 - 23 ... ... 3 HF ... . Hiress in Family
24 - 29 ... 4 ML . Miitary
30 - 35 .. 5 NPR . . .. Reported Leave Without Pay
36 - 41 6 NPS . . .. Sched. Leave Without Pay
42 - 47 . 7 PER . . . . Personal Leave
48 - 53 .. k] PRC . ... Professional Leave
54 - 59 ... 9 SCK .. .. Sick Leave
UBL . . . . Union Business Leave
“EMR is the only UP ... Unusual or lmperative w/ Pay
absence code aliowed WCP . . .. Worker's Compensation
for long- term subs.

OVERTIME PAY CODES

CBP . .. . Call-Back Pay

DEC . - . . Delayed Opening/ Early Closing
EDW . . . . Emergency Day Worked

HRR . . . . Holiday at Regular Rate

OTR . . . . Overtime

OUR . . . . Outside Use at Reguar Rate

QWP . . .. Ouside ke at Time and 1/2
STB . . . . Standby Hours

WOH - . . . Hours worked on a holiday

REGULAR HOURS PAY CODES

REG . .. . Supporting Services and
Professional Hours

LTS . ... Long- Term Substitute
Teacher Howrs

SIGNATURES

This is to certify that | have worked the hours shown and that
payment has rot been received for any of the above hours.

Sehus! Plank

1nfuafi

Employee

Mo. Da. ¥

This is to certify that | have examined the above report and
found it to be correct. It has beer completed in accordance with
policies and procedures.

/4l

BSH Qoo &S
Supervisor

Mo. Da.  Yr.




Weekday Overtime Hours and Approved Weekend Staff Hours
10/22/11 - 11/05/11 - REVISED

All overtime forms (280-19) must be submitted by fax to 240-777-2717 the next business
day after use in order for the approved 280-19 to be posted in time for payroll.

Actual Hrs
Use Approved Total (hh:mm) Cafeteria Building Security

School Hours*  Additional* Approved* Bldg Open +  Worker Attendant  MST Staff  Notes
Arcola Elementary School

10/23/2011 3.00 1.00 4.00 5:24

10/30/2011 3.00 1.00 4.00 5:32
Argyle Middle School

10/22/2011 4.00 1.50 5.50 5:51

10/23/2011 5.00 1.00 6.00 10:56

10/29/2011 3.00 1.00 4.00 3:51

10/30/2011 7.00 1.00 8.00 10:07 5.00
Ashburton Elementary School

10/22/2011 3.00 2.00 5.00 6:23

10/29/2011 3.00 2.00 5.00 5:48
Banneker, Benjamin Middle School

10/23/2011 3.00 2.00 5.00 5:03

10/30/2011 3.00 2.00 5.00 4:04
Barnsley, Lucy Elementary School

10/22/2011 3.00 1.50 4.50 4:54

10/23/2011 4.00 1.50 5.50 3:47

10/29/2011 6.50 2.50 9.00 8:13

10/30/2011- 4.00 1.50 5.50 5:35
Beall Elementary School

10/23/2011 6.50 5.50 12.00 8:36 5.50 6.50

10/30/2011 6.50 5.50 12.00 9:25 5.50 6.50
Bel Pre Elementary School

10/23/2011 6.00 2.00 8.00 8:49

10/30/2011 6.00 2.00 8.00 9:18

Bells Mill Elementary School

10/22/2011 9.00 5.00 14:42 Saw p‘] |t 'L_l 7.00

T~
*Weekends and holidays only . ‘ N THE AUILOIN G FOR
+ Per Security Pad Times LO RAY AT LERST 14 HoOu RS)
Wednesday, November 09, 2011 StaffHrs Page 1 of 20




P L
Office of the Chief Operating Officer
MONTGOMERY COUNTY PUBLIC SCHOOLS AUTHORIZATION FOR EMPLOYEE
Rockville, Maryland 20850 USE OF OVERTIME

ettt e |
INSTRUCTIONS: To request employee overtime, the employee’s immediate supervisor should complete this form and submit for
approval to the appropriate director, associate superintendent, chief operating officer, deputy superintendent, or the commu-
nity superintendent, according to directions below. An approved copy should be provided to the employee prior to use of over-
time (if possible) or as soon as possible following the day on which overtime was used. The timekeeper's approval copy should
be attached to the employee’s time sheet and filed with the payroll records.

EMPLOYEE INFORMATION

Employee Name gCH'QO‘- pLANT Base Work Location BEA’L‘ é_s
Employee ID # I““
Job/Position Title __ BSW Location Worked BELLS MiwL ES

(if different from base location)

Overtime Date(s) 10/22 /11 5 10 ;22,11  Number of Overtime Hours Requested ’_L‘f__
SECTION 1: REASON FOR OVERTIME
Reason for Overtime (check as appropriate)

I:I Maintenance project I:l Construction project Dlndoor air quality D Equipment faiiure

[:] Emergency situation to protect school property E’Keep schools in operation DTo meet deadlines
(Submit to appropriate department/division director)

I:l OTHER: Additional reason(s) for overtime requires signature of deputy superintendent/chief operating officer/associate
superintendent/community superintendent (nonemergency/office administrative/clerical/technology staff/security)

Reason for Overtime — Please Describe

CHURCH 7.00AM- 9'42 PM

If authorization is after the fact, check the appropriate reason:
D Confirmation of prior verbal authorization

D Other (please explain)

BsM BEWLS NILL ES 16,22, 11

Signature, Principal/Base-School Building Service/Cafeteria Manager Date
SECTION 2: APPROVAL

DEPARTMENT/DIVISION DIRECTOR
l:l Maintenance |:| Materials Management I:l Food and Nutrition Services D Transportation |:| Plant Operations
Authorization:

D Approved I:l Not Approved / /

Signature, Department/Division Director Date

APPROVAL - Submit to Office of School Performance for other school-based staff.
Authorization:

I__—_| Approved D Not Approved / /

Signature, Community Superintendent/Chief Information Officer Date

APPROVAL — Nonemergency/Office Administrative/Clerical/Technology Staff/Security
Authorization:

D Approved D Not Approved J /
Signature, Deputy Superintendent/Chief Operating Officer/ Date

Associate Superintendent/Community Superintendent

DISTRIBUTION AFTER APPROVAL: COPY 1/Principal/Timekeeper (for payroll verification),
MCPS Form 280-19, Rev. 1/03 COPY 2/0SPA/Division Director; COPY 3/Employee




cmpioyee ana reuree oervice verner
Montgomery County Public Schools
Rockville, Maryland 20855

ChRSE LA

FAGLD iIMEDREE!

Normal Duty Hours Sort #
11111 School Plant 80 10-22-11 to 11-5-11 _
From___ - ___ To___«___
Employee ID Employee Name Hrs. Sched. Pay Period AW AW P
A Exceptions to Mon.- Fri.
Location: 02207 Beall Elementary School Work Schedule
Starting Day Ending Day
Position: Building Service Worker
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Write the hours worked in the day columns below.
WEEK ONE WEEK TWO
SAT SUN ! MON TUE WED THU SUN MON TUE WED THUY FRI
PAY BIWEEK
CODE | 10/22 | 10/23 | 10/24 | 10/25 | 10726 | 10127 10/30 | 10/31] 111 | 11/2 | 1173 | 11/4 | ToTaL COMMENTS
REG 4 4 4 4 4 4 4 4 4 40

ABSENCE HOURS - Write the type of absence in the pay code column provided and hours of that absence in the day columns.

PAY
CODE
TOTAL HOURS - Write total of Regular hours and Absence hours.
TOTALS 4 4 4 4 4 @ 4 4 4 4 4 40

OVERTIME HOURS - Write the type of overtime in the pay code column provided and hours of that overtime in the day columns.

PAY

CODE

OUR 8 8
OuUP 6 6

FRACTION OF HOUR

Report fraction of an howr of
time worked:

MNUTES REPORT
WORKED TENTHS
- 05 ... .. 0
6 - 1t A
12 - 17 .. 2
18 - 23 ... 3
24 - 29 4
30 - 36 5
36 - 41 6
42 - 47 Y 4
48 - 53 . .. 8
54 - 59 9

"EMR is the only
absence code allowed
for long- term subs,

ABSENCE PAY CODES

ADL . Administrative Leave

ANN . ... Apnual Leave

BFt . ... Bereavement - Immediate
BFO Bereavemert - Other

GV . ... Civil

TEMR .. .. Emergency

HOL .. . . Holiday

iF . ... iliress in Family

ML .o Miitary

NPR .. .. Reported Leave Without Pay
NPS Sched. Leave Without Pay
PER Personal Leave

PRO Professional Leave

SCK Sick Leave

UBL .. .. Union Business Leave

UP . ... Unusual or Imperative w/ Pay
wee . Worker's Compensation

OVERTIME PAY CODES

cBP . . Call- Back Pay

DEC . . Delayed Opening/ Early Closing
EDW . . Emergency Day Worked

HRR . . . . Holiday at Reguar Rate

OTR . . . . Overtime

[o1V =S . Outside Use at Regular Rate

O . . .. Ouside Use at Time and 1/2
STB - . Standby Hours

WOH . Hours worked on a holiday

REGULAR HOURS PAY CODES

REG . .. . Supporting Services and
Professional Howrs
LTS . Long- Term Substitute

Teacher Hours

SIGNATURES

This is to certify that | have worked the hours shown and that
payment has not been received for any of the above hours.

I humt Plank N/l

Errployee Mo. Da. Y

This is to certify that | have examired the above report and
found it to be correct. it has been completed in accordance with

BSM Peaw 55 lfyfy

Supervisor




Weekday Overtime Hours and Approved Weekend Staff Hours
10/22/11 - 11/05/11 - REVISED

All overtime forms (280-19) must be submitted by fax to 240-777-2717 the next business
day after use in order for the approved 280-19 to be posted in time for payroll.

Actual Hrs
Use Approved Total (hh:mm) Cafeteria Building Security

School Hours* Additional* Approved* Bldg Open +  Worker Attendant  MST Staff  Notes
Arcola Elementary School

10/23/2011 3.00 1.00 4.00 5:24

10/30/2011 3.00 1.00 4.00 5:32
Argyle Middle School

10/22/2011 4.00 1.50 5.50 5:51

10/23/2011 5.00 1.00 6.00 10:56

10/29/2011 3.00 1.00 4.00 3:51

10/30/2011 7.00 1.00 8.00 10:07 5.00
Ashburton Elementary School

10/22/2011 3.00 2.00 5.00 6:23

10/29/2011 3.00 2.00 5.00 5:48
Banneker, Benjamin Middle School

10/23/2011 3.00 2.00 5.00 5:03

10/30/2011 3.00 2.00 5.00 4:04
Barnsley, Lucy Elementary School

10/22/2011 3.00 1.50 4.50 4:54

10/23/2011 4.00 1.50 5.50 3:47

10/29/2011 6.50 2.50 9.00 8:13

10/30/2011 4.00 1.50 5.50 5:35
Beall Elementary School

10/23/2011 6.50 5.50 12.00 8:36 5.50 6.50

10/30/2011 6.50 5.50 12.00 9:25 5.50 6.50
Bel Pre Elementary School

10/23/2011 6.00 2.00 8.00 8:49

10/30/2011 6.00 2.00 8.00 9:18

Bells Mill Elementary School

10/22/2011 9.00 5.00 wez g choed Plamk (N) 7.00

n :
*Weekends and holidays only (OKAY -IN THE BUILDING FOR
+ Per Security Pad Times AT LERST Iy Hot R"S}

Wednesday, November 09, 2011 StaffHrs Page 1 of 20




m
Office of the Chief Operating Officer

MONTGOMERY COUNTY PUBLIC SCHOOLS AUTHORIZATION FOR EMPLOYEE
Rockville, Maryland 20850 USE OF OVERTIME

INSTRUCTIONS: To request employee overtime, the employee’s immediate supervisor should complete this form and submit for
approval to the appropriate director, associate superintendent, chief operating officer, deputy superintendent, or the commu-
nity superintendent, according to directions below. An approved copy should be provided to the employee prior to use of over-
time (if possible) or as soon as possible following the day on which overtime was used. The timekeeper's approval copy should
be attached to the employee’s time sheet and filed with the payroll records.

EMPLOYEE INFORMATION

Employee Name Sch ol Pio M.*-o Base Work Location W £S5
Employee ID # ///// ) _
JobiPositonTite__BSW Location Worked _ XLAa) YLl ES

(if different from base location)

Overtime Date(s) /0,22 14 to _#0,2% /_/!_ Number of Overtime Hours Requested /(/

SECTION 1: REASON FOR OVERTIME

Reason for Overtime (check as appropriate)

I:] Maintenance project D Construction project Dlndoor air quality D Equipment failure

D Emergency situation to protect school property E’Keep schools in operation DTo meet deadlines
(Submit to appropriate department/division director)

D OTHER: Additional reason(s) for overtime requires signature of deputy superintendent/chief operating officer/associate
superintendent/community superintendent (nonemergency/office administrative/clerical/technology staff/security)

Reason for Overtime — Please Describe

Chuipes  00AM = QYIAPM

If authorization is after the fact, check the appropriate reason:
I:] Confirmation of prior verbal authorization

[:l Other (please explain)

BSM  BELS ML ES 10

Signature, Principal/Base-School Building Service/Cafeteria Manager Date

SECTION 2: APPROVAL

DEPARTMENT/DIVISION DIRECTOR
D Maintenance D Materials Management D Food and Nutrition Services I:] Transportation |:| Plant Operations
Authorization:

D Approved D Not Approved / /
Signature, Department/Division Director Date

APPROVAL - Submit to Office of School Performance for other school-based staff.
Authorization:

D Approved D Not Approved / /

Signature, Community Superintendent/Chief Information Officer Date

APPROVAL ~ Nonemergency/Office Administrative/Clerical/Technology Staff/Security
Authorization:

D Approved D Not Approved /. /
Signature, Deputy Superintendent/Chief Operating Officer/ Date

Associate Superintendent/Community Superintendent

DISTRIBUTION AFTER APPROVAL: COPY 1/Principal/Timekeeper (for payroll verification);
MCPS Form 28019, Rev. 1/03 COPY 2/0SPA/Division Director; COPY 3/Employee
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Montgomery County Public Schools

Rockville, Maryland 20855

(CprsE 3)

FALD 1IMEOHELE!

Normal Duty Hours Sort #
L1l School Plant 80 10-22-11 to 11-5-11
from___ I To___.___
Employee iD Employee Name Hrs. Sched. Pay Period AMPM) AW PV
' Exceptions to Mon.- Fri.
Location: 02207 Beall Elementary School Work Schedule
. Starting Day Ending Day
Position: Building Service Worker ICB Worker -
See Reverse Side for instructions to complete this form.
REGULAR HOURS WORKED - Write the hours worked in the day columns below.
WEEK ONE WEEK TWO
SAT SUN | MON TUE WED THU SUN MON JUE WED THU ERL
PAY BIWEEK
CODE | 10/22 | 10/23 | 10/24 | 10/25 | 10/26 | 10/27 10/30 | 10/31] 11/1 | 11/2 | 11/3 | 11/4 | TOTAL COMMENTS
REG 8 8 8 4 40

ABSENCE HOURS - Write the type of absence in the pay code column provided and hours of that absence in the day columns.

PAY
CODE
TOTAL HOURS - Write totd of Regular hours and Absence hours.
TOTALS 8 8 8 8 4 40

PAY
CODE

OVERTIME HOURS - Write the type of overtime in the pay code column provided and hours of that overtime in the day columns.

OTR

FRACTION OF HOUR

Report fraction of an hour of
time worked:

MNUTES REFORT
WORKED TENTHS
¢c-05 .. .. 0
6 - 11 ... ... A
12 - 17 ... 2
18 - 23 | oo 3
24 - 29 ... ... 4
36 - 35 ., ... 5
36 - 41 8
42 - 47 . 7
48 - 53 . .. . 8
54 - 58 . 9

“EMR is the only
absence code allowed
for long- term subs.

ADL
ANN
BFi

BFO
VL

HOL
IF
ML

EMR

ABSENCE PAY CODES

. Administrative Leave

Annual Leave
Bereavement -
Bereavemert -
Civil

Emergency
Holiday

litness in Family
Miitary
Reported Leave Without Pay
Sched. Leave Without Pay
Personal Leave

Professional Leave

Sick teave

Union Business Leave
Unusuat or Imperative w/ Pay

immediate
Other

- Worker's Compensation

OVERTIME PAY CODES

cap

DEC - - - .
EDW - - . .
oTR .. ..
oRr L
ouwe ..

STB

WOH - . .

REGULAR HOURS PAY CODES

LTS

. Cafl- Back Pay

Delayed Opening/ Early Closing
Emergency Day Worked
Holiday at Regufar Rate
Overtime

Outside Use at Regular Rate
Outside Use at Time and 1/ 2
. Standby Hours

Hours worked on a holiday

Supporting Services and
Professional Hours

. Long- Term Substitite
Teacher Hours

SIGNATURES

This is to certify that | have worked the hours shown and that
paymert has not been received for any of the above hours.

Schod Plant Wyl

Employee Mo. Da. Y.

This is to certify that | have examined the above report and
found it to be correct. it has been completed in accordance with

BSM Pl 5 gﬁ/gj;_;

Supervisor




Weekday Overtime Hours and Approved Weekend Staff Hours
10/22/11 - 11/05/11 - REVISED

All overtime forms (280-19) must be submitted by fax to 240-777-2717 the next business
day after use in order for the approved 280-19 to be posted in time for payroll.

Actual Hrs
Use Approved Total (hh:mm) Cafeteria Building Security

School Hours* Additional* Approved* Bldg Open +  Worker Attendant  MST Staff  Notes
Arcola Elementary School

10/23/2011 3.00 1.00 4.00 5:24

10/30/2011 3.00 1.00 4.00 5:32
Argyle Middle School

10/22/2011 4.00 1.50 5.50 5:51

10/23/2011 5.00 1.00 6.00 10:56

10/29/2011 3.00 1.00 4.00 3:51

10/30/2011 7.00 1.00 8.00 10:07 5.00
Ashburton Elementary School

10/22/2011 3.00 2.00 5.00 6:23

10/29/2011 3.00 2.00 5.00 5:48
Banneker, Benjamin Middle School

10/23/2011 3.00 2.00 5.00 5:03

10/30/2011 3.00 2.00 5.00 4:04
Barnsley, Lucy Elementary School

10/22/2011 3.00 1.50 4.50 4:54

10/23/2011 4.00 1.50 5.50 3:47

10/29/2011 6.50 250 9.00 8:13

10/30/2011 4.00 1.50 5.50 5:35
Beall Elementary School

10/23/2011 6.50 5.50 12.00 8:36 5.50 6.50

10/30/2011 6.50 5.50 12.00 9:25 5.50 s i e pn E Cq QS 6.50 q (43
) [Y 2 . J

Bel Pre Elementary School
10/23/2011 6.00 2.00 8.00 8:49

10/30/2011 6.00 2.00 8.00 9:18

Bells Mill Elementary School
10/22/2011 9.00 5.00 14.00 14:42 7.00

UN TWe PuIRING FOR Q:3d5 (9 HOURS /25 MINUTIR) or. MCPS TME

*Weekends and holidays only , - = PO
uks UQB WW)= .9 HOURS AUAMLABLE
+ Per Security Pad Times q o"'l HouRrsS M INUS Z'S H‘O )

Wednesday, November 09,2011 ~OVERTIME StaffHrs Page 1 0f 20




