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I. PURPOSE:

To describe the procedures for using the Flint Hill Fire Department (FHFD) work time recording system.

II. DISCUSSION:

The accurate recording of work hours and time off is necessary to properly compensate workers. FHFD uses a web-based system from Aladtec, Inc. to facilitate this task. All personnel who receive money from FHFD for their services are required to use the Aladtec system to record their work time. This includes full and part time employees on the department payroll as well as volunteers who receive stipends and reimbursements for donating their time on duty shifts. 
Volunteer recruits are also required to use the Aladtec system to record their monthly department orientation time even though they do not receive monetary compensation for their time.

Misuse of the time recording system or falsification of time records is a serious offense and not tolerated. Offenses will result in progressive disciplinary action, up to immediate termination. 
III. PROCEDURE:

Part- and full-time hourly employees are paid according to their assigned schedule plus additional off duty time worked minus unpaid time they take off. An employee’s personal schedule is the result of the combination of these three elements. Hourly employees are paid based on their personal schedule, so additional time worked and time off must be recorded by the employee as soon as they occur to ensure their personal schedule is always accurate. Note: As a benefit of full-time employment, full-time employees are granted paid time off for sick time, vacation, training, etc. See POLICY 232.04 TIME AWAY FROM WORK for details.    
Volunteer duty workers are not employees of FHFD so their time recording requirements are limited to entering their availability for duty shifts and indicating when they are unable to work an assigned duty shift. Volunteers are compensated based on the shifts they work, not on specific hours worked.

Volunteer recruits are also not employees of FHFD so their time recording requirements are limited to entering their availability for orientation time and indicating when they are unable to attend an assigned orientation time.

Following is the procedure for creating assigned schedules and modifying them to generate personal schedules.
1. A default schedule is created in the Aladtec system for full-time employees when they begin employment or change shifts. This is basis for their assigned schedule each month, so no additional data entry is required.
2. Part time employees and volunteers enter their available hours into the Aladtec system on a monthly basis using “Edit Availability” in “My Schedule”. 
a. Available hours must be entered no later than the 20th of each month for the following month. 

b. Part time employees and volunteer duty workers should enter the hours they are available, not an entire shift if they can’t arrive by the scheduled shift start time or must leave earlier than the scheduled shift end time. For example, if a part time worker is coming from another job and can’t get to FHFD until 0830 (and the shift begins at 0800) but they can remain on duty for the entire rest of the shift, they should enter their availability as 0830 to 0800 the following day. If they must also leave an hour early, they should enter their availability as 0830 to 0700 the next day. 

c. Volunteer recruits should enter the hours they are available to meet their monthly orientation time obligations. 

3. No later than two days prior to the beginning of each month, the fire chief assigns part time and volunteer personnel to shift positions and adjusts crew schedules to meet minimum staffing and other considerations. This process creates the monthly assigned schedules for shift workers.

4. No later than two days prior to the beginning of each month the volunteer captain assigns volunteer recruits to orientation times for that month.

5. All personnel are responsible for recording their time off using “Submit Time Off” in “My Schedule”. 
a. The day(s), start and end times, time off type (see below), and a short explanatory note must be included. 

b. “Entire Range” is the default for “PTO Tracking” and should not be changed. The amount of PTO for the request should be verified before submission.
c. Time off must be requested as soon as the person knows they want to take time off so work schedules can be adjusted and/or minimum staffing is maintained. The fire chief reserves the right to reject any time off request where adequate advanced notice is not provided. Personnel should provide AT LEAST 1 WEEK NOTICE for most requests. Exceptions are made for unplanned situations such as sickness, injury, or bereavement. However, abuse of this policy will result in disciplinary action.
d. Time Off Types - Full-Time Only

i. Optional Paid Training – Approved optional training while on or off duty up to the employee’s annual accrual  
ii. Vacation – Accrued vacation time

iii. Sick Leave – Accrued sick time

iv. Personal Time – Paid personal time at the fire chiefs’ discretion

v. Military Leave – Accrued military leave

vi. Bereavement – Paid leave for the death of an immediate family member

vii. Jury Duty – Paid leave for jury duty (while present – not on call)

viii. STD – Short term disability leave

ix. LTD – Long term disability leave

x. Floating Holiday – Accrued discretionary holiday leave (admin staff only)
e. Time Off Types – Part-Time and Volunteer Only

i. Sick Leave Unpaid

ii. Personal Time Unpaid

iii. Military Leave Unpaid 

6. Part- and full-time employees (not volunteers) are responsible for recording all additional work time not reflected in their assigned schedule using “Submit Extra Hours” in “My Schedule”. The day(s), start and end times, position type (see below), and a short explanatory note must be included.

a. Position types

i. EH Off Duty – Emails, phone calls, instructing a department class outside of shift hours, and any other miscellaneous off duty work time 
ii. EH Meeting – Approved meetings while off duty
iii. When employees work a shift position before or after their scheduled shift change time, they must submit an extra hours request specifying the shift position they are filling for the extra hours. For example, if an engineer is coming off shift and is asked to stay over in the nozzle position until a part-time firefighter arrives, the engineer should record the extra hours in the nozzle position not the driver position they normally fill. 
b. All extra hours MUST BE ENTERED WITHIN 24 HOURS to maintain time reporting integrity so employees are paid correctly. 
7. Full-time employees who attend required training will be moved from their normally assigned work schedule to a training schedule by the fire chief or his designate. 
a. Typically, the fire chief or training officer will identify required training for a full-time employee and coordinate with the employee on when the training will be completed.

b. If a full-time employee identifies training they believe should be required for them, they should contact the fire chief or training officer to discuss the training. Time off or extra hours are not used for required training.

c. The employee is not responsible for recording required training, it will be handled by department administrative staff.

