All About Overtime

DOC, DOM, ICB, & SPO

Presenter:
Linda Gardner: ICB Supervisor
Usha Arora: Fiscal Assistant



Responsibility for School-based Staff
Overtime

The purpose of this training is to remind responsibility to maintain fiscal control
of payroll and to manage employee work schedules without the use of overtime
except when authorized in advance for emergency situations, outside use events,

or school event.




Division of Construction (DOC)




Pay Codes

» Pay code - OTR
- WOH (worked on a Holiday)

=*#*Building service staff member should be present in the building
entire time when an outside contractor is working at their location.




Overtime Request from - DOC

DIVISION OF CONSTRUCTION
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville,
ouie. G/
MEMORANDUM
TO: Ms. Dianne Jones, Director
Division of School Plant Operations
FROM: Seth Adams, Director
SUBIJECT: Request for Building Service Overtime

In order to ensure that necessary Division of Construction work can be accomplished, building service
support is requested as follows:

Contractor must:
1) Contact DOC staff and school Building Service Manager and/or Business Mgr to request OT.
2) DOC staff will GIVE COMPLETED FORM to Michelle Scmitz.

3) ALL OT REQUEST MUST BE EITHER FAXED OR EMAILED
BY CLOSE OF BUSINESS ON WEDNESDAYS. (TO THE ABOVE LISTED)

4) EMERGENCIES:
IN THE EVENT THERE IS A TRUE EMERGENCY THAT MUST BE PROCESSED ON A

FRIDAY, THE MCPS/DOC STAFF MUST CALL MICHELLE TO VERIFY THAT THE
EMERGENCY OT IS AUTHORIZED.

5) The Monday AFTER the OT has taken place, the CONTRACTOR must fax or email Michelle
for verification of Building Service workers” name and actual hours worked.

MCPS Location: S}lm( ek MPdle Schoo!

Day/DaterTime: Sty Boan o W pm
Contractor/Sub: Q’).S)(ih

Reason: ( Qﬂ\.phh 34»/\:

Charge to:

# of Personnel Hours needed: #! O \-\001'—4

MUST HAVE NAME AND VERIFY STAFF WORKING:

( x) Building Service Manager for above facility has been notified of this request.

If this service cannot be provided, or if you have any questions, please contact the individual listed below.

Barry Donah :
Contact Person: WP Phonez?a / = 44” h é =, 2/
DOC STAFF AUTHORIZING OT
Contact Person: s); YAl AQL‘. l "lar_'&g Phone:
SPO SUPERVISOR
Thank you.

SA:mas




BSM - Fill in the information and submit
it to your Area Supervisor

School where overtime OT Hrs
Employee Name Positio Employee ID |Base School
worked P " P Worked




Non-ICB Event
Division of School Plant Operations
Overtime Authorization Request Form
For Bullding Service Employees Only

Instructioms: To mgat emphaos overtane, e auployee’s mmakaie mpearviss bl complote G fom ed wbwat for approval o the
wyropriae sparviar, acoondsg W directuoms bebow Aa apyroved copy should be provided w the employee i o use of overtene

(f prowalie ) or a2 woe 0 possdie (lownyg e doy of whach overtime wes wed The imdorper s yrovel copy shoudd be @abed W e
eenplan oc's tame sheet anad filed with the paynd reowde

* lnbosios rograd fiekd

Section 1: Employee Information

Section 2 : Overtime Roquest information

Location Werked *) WHEATON HS v

Snnon'lhqur! EndDate* | Aug26,2017 |

Section 3 : Roason For Overtime (seloct the appropriate coda)

Owertime Roason * ﬁ v i'
o

—]

nesheet

.i-

J

ployee’s T

Use drop down to chack isce bntislsand ' ¥ E '
Foe et erd g R T
Section 5 : SPO Ofice Approval Fx SPOUSEONLY
| fome D ks emitiate St ‘
A"’""'-m . _'.‘..o.-—-n::.,
l: J Pay Cades Oom v
|
Date| Auwg31,2077 Houn Aggroved

Approved Copy to Attach with
:

Last Rovised October 24, 2000




Division of Maintenance (DOM)




Pay Codes & Important Links

» Pay code - OTR
- WOH (worked on a Holiday)

» Links to overtime authorization form and instructions to submit overtime form

http://www.montgomeryschoolsmd.org/departments/facilities/schoolplantops/f
orms.aspx



http://www.montgomeryschoolsmd.org/departments/facilities/schoolplantops/forms.aspx

- DOM

m

e Request frol

m

i

Overt

Department of Facilities Management
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

July 28, 2017

MEMORANDUM

To: Greg Williams, Building Service Supervisor

Subject:  Request for Building Service Overtime at Rosa Parks Middle School

To enable Life Safety Solutions Integrators (LSSI), to accomplish the Division of Maintenance
contractual work, at Rosa Parks Middle School, one (1) building service employee is needed to
work eight (8) hours on Saturday, July 29, 2017. The contractor will be working from 6:00 A.M.
until 2:30 P.M. If for any reason, this request for services cannot be provided, or you have
questions, please contact James Willetts, Project Manager, at 301-461-9189.

DC: am



Approved Copy to Attach with

mployee’s Timesheet

Non-ICB Event
Division of School Plant Operations
Overtime Authorization Request Form
For Bullding Service Employees Only

Instructioms: To mgat emphaos overtane, e auployee’s mmakaie mpearviss bl complote G fom ed wbwat for approval o the
wyropriae sparviar, acoondsg W directuoms bebow Aa apyroved copy should be provided w the employee i o use of overtene

(f prowalie ) or a2 woe 0 possdie (lownyg e doy of whach overtime wes wed The imdorper s yrovel copy shoudd be @abed W e
eenplan oc's tame sheet anad filed with the paynd reowde

* lnbosios rograd fiekd

Section 1: Employee Information

Section 2 : Overtime Roquest information

Location Werked *) WHEATON HS v

Snnon'lhqur! EndDate* | Aug26,2017 |

Section 3 : Roason For Overtime (seloct the appropriate coda)

Owertime Roason * ﬁ v i'
o

—]

J

Use drop down to check isoe nitistsand 'V B '
Foe et erd g R T
Section 5 : SPO Ofice Approval Fe SPOUSEONLY
| e D Achn. 'mrritas St ‘
Apgeoves|” ey e
L W o :
. J Pay Cades
Dste | Awg31,207 Houn Agproved

Last Rovised October 24, 2000




Interagency Coordinating Board
(ICB)




|ICB Overtime Pay Codes

» OUP - overtime worked by building service staff at premium rate for ICB
events on weekends.

» OUR - overtime worked by building service staff at regular rate for ICB events
on weekends.

» OTR-

» overtime worked by ICB worker for ICB events on weekends

» Regular building service staff: overtime worked to keep schools in operation

» WIH (Work ICB on Holiday): When an ICB building service worker or a
regular building service worker works on a Holiday to cover an ICB event




ICB Overtime Authonzation Request Form
For MCPS Employees - ICB

Tstructions  This form s 1o De Lsed for a8 ICS relatod overtime. T
Sections 1, 2, and 3 must be completed by Supervisor.
::"Nm“‘zr'“m.
ARl overtime forms wil appear on the ICEWER Print Form Swbrmit 10 ICB
" Indicates recuined Seld.

e D & SLE CORE ¥




Electronic Detection Section (EDS) - Log
Sheets / Pad Times

» When you call IN and OUT: clearly state your LAST NAME and the NAME OF
THE SCHOOL YOU ARE WORKING.

» Same rule applies when leaving work

Date: q /Zfll 7
BBBBB S LOCG T €
DSPERATOR i D\_\?\O(“

SIIFT _ D™D — O
SPERATOR 12— evews = SIIIET Osoe -\ oo
ODPERATOR (ZLW&#&Z—Z' SHIET e T e -
Arcola ES l__c::ré. "2 > }‘_(:05; J
o790 (Y -04) T
I
| Arevie s ez A1 025 A ro78
o223 (=-09) 7 A A_glfa = rr 25 |\ s
Avshburton ES
oazs (G-09)
Baker IS
a5 (I.-10) l
Banncker, Benjamin MS J
0333 U-07)
EPannockburn ES
0420 (R-02)
Bamsley, Lucy V. ES
0505 (I>-01)
Beall ES l
o207 (C-06)> |
Bel Pre ES 7 LAY m_z__‘ i = =5t '32’1;// W l
0780 (S-05) 'l l 1 _I
1




Reservation Master Report

» Check it by Friday Morning to make sure that event/requirements have not
changed

» Print a copy for the weekend worker

» All building service staff should be trained how to run and read Reservation
Master Report




Sample - Reservation Master Report

fees 1 oer e Reservation Master Report e
Fesanvation Dale: From Jan 25, 2017 Trough an 23, 2017 .
Rescnvation Sie: Courty Publlc Schools
Cemier: Alla Wiska ES Ancola Elememntary School, Angyle Middle School, Ashburon
Elementary School, Baker, John T. Migdie School, Bannelisr, Banjamin Middie Schood,
Earnockm , Bamsley, Lucy Elementary Be=all Elementary
School, B2l Pre Elementary Schiodl, Sells Ml Blementany School, Beimaont
Sohool, Blementany School, Bethesda-Chevy Chase High Eewearly Farms
Hils School, Briggs Chaney Midde o .
(M52 20 SekecTons SNoWN)
4 Ity I Equipmant t F Ewant PammitE
- Ready Tima / Facdltty 7 I Typs ! Ewvent § Typa/
- End Tims Canbsr Scheduls Typs Contact Information attoniaty  Notes
Jan 28, 2017 Satumday Arcdla ES - G Indodr Fultsal #F525E65 Soocer Shols [For Proft) S2665 MO ouldoor spons allowed Indoors. 1714 Dedayed
Gymnasium / School Sghool - INdoor Sparts Pleme Port ap Op=ning at 12pm for al MCPS and Community Use
‘9100 AN - 12000 P PT (202 320-6630
ARpyie MS - GYM CCBL #4TE1E KO Sporis League (Mon Proft) ATE1E Mo outdoor sporis allowed Indoors. 107 and 1744
Eyrnasium § School School - Indoor Sports Casay Hartal op CECK rEfund processed due to delayed opening a1
SAurgyle Middie School 12pm due o sNow.  We will nead the bleachers out
00 AM - T30 PM P: (301) 2297529 ard 3 scorers tahie pius two chalrs at each event
Ashipurion ES - GYM Fremnch team F38542 My French Classes [IFor Proit) 35547 Jan 14 adjusied o Moon due o Inchement weathesr.
Eymnasium f School School - Indoor Sparts Madine Robsn 35 A credit has bessn iesued.
Ashiurion Bememntary Soehool
11245 AM - 2245 PM P- (301) 355-5500
Jan T adjusied to Moon due bo Inclkemem waather. A
cradit has Deen lssusd
MO DLREDOr Sports ail owed Indoors.
Eamnnekar MS - GYM Pickun Basketnal 53240 Pril Bames E3440 Mo ouldoor Spors alkreed Indoors.
Eymnasium / School Sphool - Indoor Sports P (301) 517-5500 a0
Eannsker, Senjamin Middie School P 1) 6335150
130 AM - 11220 AM i3]
Eanneker MS - YW Sarmeker WS Sasketoal CYD Archdiocese OF 3436
Cymnasium / School Sghooi - Indoor Sparts Wiashington [Mon Proat) A0
1200 PM - &30 PM " | P (301)
P (202) 257-3T10
Bannockbum ES - GYM MCRD Bannockbum ES FY 1T MCRO-Fevenue/Sports [Public 3T255 Mo ouldoor sports allowed Indoors. RIms: lower i &
Eymnasium § School #ITIES Agency) ap fest
8:30 AM - PM Eannockburn Elementary School  School - Indoor Sparts Trish =l cancadled 1817 o PTA use. RIms lower i & feet
P (240) 7776828
E=lis Ml ES - GYM MCRD Bells MIE ES FY17 725734 MORD-Revenus'Spors (Public 29784  Rims lower i & Teat.
Cymnasium § School School - Indoor Sparts AgeEncy) 3p Mo outdoor sports ailowed Indoors.
E=lis Ml Elemeniary School Trish G RIms loear o S f2el

8:30 AM - 6100 PM




Approved Hours Report

Weekday Overtime Hours and Approved Weekend Staff Hours
91617 thru 922/17

All overtime must be submitted on the CUPFOAER. form on ICBWEB by the next business day for the overtime to
be approved for payrell.

ATL STARTUP/CLEAN UP/SET UP/ INCLUDED IN APPEOVED HOUES' GAP TIMES NOT
INCLUDED.

Inclement Weather Line for ICB Workers 240-777-2702_.. check when bad weather before leaving your house for
work. EAINOUTLINE.COM (check to see if field is open)

If group doesn't show after 1 hour-the worker must call the ICE Emergency mumber 240-400-2873.
(Building service staff MST/Cafeteria Worker/Security)

When filling out the overtime form- You must use the drop down boxes located on the form for the following:
Base location
Position
Location worked
Date worked
You must have your outlook opened on your desktop. This should allow the form to be submitted and reach us.

Please send name and cell number for staff covenng weekend activities to Linda Gardner and Fobert Tarpley by
1:00 PM 9-14-17. If coverage is needed please send email to Fobert Tarpley and Linda Gardner with "Coverage
Needed” in the subject line with the name of the school and dates needed by 9-14-17 by 1:00pm, if no email has
been sent coverage cannot be guaranteed or if sent after 9-14-17 by 1:00pm . PLEASE REVIEW HVAC
EQUIPMENT WITH WORKEES TO ENSURE TEOUBLE SHOOTING CAPABIIITIES while covering ICB
events. ALT BSM'S PLEASE ENSURE AC IS WOREING IN AREAS WHERE GROUPS ARE
SCHEDULED IN YOUE. BUILDING AND INFOFM ICB OF ANY PROBLEMS by 9-14-17 1pm- in order for
ICB User Groups to be notified. PLEASE CHECK APPEOVED HOUES BEFOERE ASSISNING STAFF
COVEEAGES.

Lse Approved Total Cafereria Building Securiy
School Honrs*®  Additenal® Approved~ Worker Amendant  MSET Sl Notes

Arcola Elementary School
S TA0T 4.00 1.50 5.50

Banneker, Benjamin Middle School

*Weekends and holidays oy
+ Per Security Pad Thmes

Wednesday, Seprember 20, 2017 StafHrs Page 1 of 12




Work/Break Schedule of ICB Worker

» “Work schedules shall include intended break times or time frames for a
break to occur and, where appropriate, time for lunch. If circumstances do
not allow an employee to take a break at the intended time or during the
intended time frame for the break, the supervisor will inform the employee
and let him/her know when the break will be rescheduled or if it has to be

canceled.”




1.

Work Load

Cleans and sweeps ﬂassrooms, offices, cafeterias,
gymnasiums, and other rooms.

Empties trash baskets.
Dusts furniture, cleans doors, windows, and trim.
Removes stain fro

old wax from

floors, walls, and gfllass; strips
using hand an

nd applies new wax tofloors
power tools.

Cleans hallways and stair wells.

Wet mops and buffs floors.

Cleans lavatories and locker rooms and replaces
towels and other supplies.

\X/ﬁshe, windows display cases, glass doors, and
other fixtures.

Cleans and polishes brass, other metal work, and
mirrors.

10. Clﬁans- and maintains te razzbo, tile, carpet and
ot

11.

12.

13.

er floor surfaces and baseboards.

Cleans and maintains a variety of other surfaces
such as cei lngt walls, chalkboards, counter and
table tops, lockers, etc.

Cleans and maintains rest rooms and locker
rooms.

Paints as appropriate.

14.
15.

16.

17.

18.
19.
20.

21.

22.
23.

24.

25.

Replaces light bulbs.

(epiace Miters foheating and Sentiiaing taite. Y

nd observes and

rounds -
efective conditions.

Monito?]s buildings and
or otherwise

reports hazardou

Operates ljla?wer mower in calttgyg lawns and cleans
up rubbish from grounds and adjacent areas.

Clears snow from walks and parking lots.

Delivers incoming supplies and equipment.

Assists school staff by making deliveries to .
classrooms, moving furniture an oLher heavy objects
between rooms, and performing other manual or
strenuous tasks.

Maintains safe and secur$ buildigg conditions and
appearance and safety of grounds.

Reports maintenance and supply needs.

Maintains security of school building during assigned
weekend wor sthts. & & &

Checks to see that windows and doors are Iocil<ed
g{ﬁ hat no unauthorized parties are in the school

ing.
Performs a variety of related work as required.



WHAT ARE THE SPECIFIC DUTIES OF ALL BUILDING SERVICE STAFF WHEN THEY ARE SCHEDULED TO WORK WEEKEND OR HOLIDAY
COMMUNITY USE?

> The building service staff's first priority is to community users by assuring the building is accessible, clean and ready to accommodate the user. Additionally,
upon conclusion of community activities, the building service staff must assure the building is ready for the next school day.

> Specific duties will vary depending on the facility type; however, all building service staff must:

. Arrive a minimum of 30 minutes prior to the first user of the day.

. Upon entering building, call MCPS Security, unlock exterior and interior doors, and turn on lights as needed for the scheduled use.

. Check all appropriate equipment (boilers, a/c, etc.) to ensure safety of the building and grounds.
. Check the areas to be used for their condition and arrangement. Set up any chairs, tables and equipment as requested on the user schedule.
. Provide timely access to scheduled areas. Greet the user group representative. Inform the user representative where in the building he/she will be located in case

assistance is needed. No outside work should be assigned when groups are in the building.

EMERGENCY PERSONNEL

. Periodically check restrooms for paper supplies, conduct security walk-through of building, check-in with users, and provide any necessary building services.

. When it is time for each group to leave, go check back with the user representative at the area of use.

. Observe how the room is left after use. If overtime is needed to prepare the room for school use, contact the weekend supervisor via the Emergency Message Center
(240-490-2873) to report the problem and receive instructions.

. If more than one user is in the building at a time and one user leaves the building prior to another, begin cleaning the area of the building that has been vacated.

. Perform duties assigned by building service manager when no direct services to users are required.

. In the event any damage to school equipment or the building occurs, note and report it to the weekend supervisor or leave a message on the CUPF Emergency Message

Center (240-490-2873).

. In the event of bodily injury to participants, IMMEDIATELY notify CUPF Emergency Message Center (240-490-2873). CUPF is required to submit a Liability Notice to
Montgomery County’s Risk Management Office within 2 days.

. Report to the user group representative any observed violation of use of the property or unacceptable conduct by group participants.

. Leave a broom out in the gym for users to sweep (concerns have been raised regarding the safety of participants).

ICB Building Service Workers are considered as

. Call the CUPF Supervisor for further instructions if a group does not show up to use the school or stays past the scheduled time.  (240-490-2873)

. Call MCPS Security before leaving.




Reason to introduce WIH

Purpose:
» To generate a list to ICB office so funds can be reimbursed to MCPS
» To monitor compliance with SEIU contract Article 8

» When to use:

» When an ICB building service worker or a regular building service worker
works on a Holiday to cover an ICB event

» Notifications to timekeeper/BSM:
» Beginning of School year

» Reminder before Holiday

» ERSC - send a memo to timekeepers




ﬁ ICB Overtime Authorization Request Form
For MCPS Employees

Instructions:  This form is 1o be used Tor all 1ICB related overtl me, Clavenger Wiliam 2013-07-20 1374348218
Sections 1, 2, and 3 must be completed by Supernisor,
Feorm must be subimitted the day alter the event .
After submitting this form you will receive an e-mail receipt.
All overtime forms will appsar on the [CHWEH l Print Form I I Submit to ICB I

= Irvedicatees reguired field

Section 1 Employees Information

Last Name * ICluv&ngtr First Name” |William Employee ID* |I1 111

Base School Location™ |Bnrns|ey. Lucy ES Position Titlhe* BS Worker

Section 2: Overtime Reguest Information

Carmnmen
Location Worked* 'h’.ernp Mill ES J amments
Date Worked*|Jul 20,2013 || |Overtime T_l
L L]
Section 3: Supervisor Approval
Approver |Linda Gardner I Position Title |BSM

Section 4: 1CB Office Apprawval

Date | Jul 20, 2013

Comments IEDS reported 5:16

Aunthorize |

(APPROVED)

Qice




School Plant Operations (SPO)




Pay Codes & Important Links

» Pay code - OTR
- WOH (worked on a Holiday)

» Links to overtime authorization form and instructions to submit overtime form

http://www.montgomeryschoolsmd.org/departments/facilities/schoolplantops/f
orms.aspx



http://www.montgomeryschoolsmd.org/departments/facilities/schoolplantops/forms.aspx

SPO Overtime Summary for FY 2017

50,000
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Contact Person

Pay code and PACS

Gregory Williams

Ms. Usha Arora
Ph: 240-314-1078

June AchaMorfaw

Keith Snowden

Robert Bishop

Rosa Pineda

Seymour Thomas

SPO Supervisor

240-876-5509

240-507-8368

240-876-5506

240-876-5512

240-372-0852

240-876-5504

ICB Approval

Mrs. Linda Gardner
Ph: 240-777-2708 (Work)
240-372-9486 (Cell)

&
Mr. Robert Tarpley

Ph: 240-277-2721 (Work)
240-876-5822 (Cell)



Time to take questions




