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Policy: 

1) The Facility Administrator is responsible for assessing assigned positions and projected staff needs in correspondence with the approved budget and meeting the facility’s goals and objectives. (3-JDF-1B-16); (3-JDF-1C-04) 
Procedures:

1) Staff Payroll: 

a) Time accounting procedures are used in conjunction with time sheets to provide consistency and accuracy.

b) Staff members clock in on the time clock when they report for their shift.

c) Staff members will clock out when relieved of their shift assignment.

d) If it is necessary to stay past the end of the shift, the staff member may take time off at a later date. This must be recorded on a Compensatory Accrual Form signed by the Supervisor. This time off should be taken within the following five-day period.

e) Supervisors will complete a Compensatory Accrual Form for the fifteen (15) minute period that occurs after shift each day. 

f) Staff may submit a travel log when they have been sent out of the county of Oklahoma for purposes related to their job. (3-JDF-1C-18); (3-JDF-1D-06); (3-JDF-1D-14)
2) Time Sheets: 

a) Payroll and auditing purposes require the submission of time sheets to the Bureau Director’s office on the designated day of each month.

b) The Shift Supervisors fill out the time sheets from the NOVA system. These will be checked for days worked, days tardy, leave time, and necessary changes. Each scheduled day not worked should have a matching leave slip.

c) The Bureau Director’s staff utilizes time sheets to develop a Payroll Purchase Order that is approved by the Bureau Director and the Presiding Judge.

d) The Payroll Purchase Order is submitted to Bookkeeping for the issuance of payroll warrants.

e) It is the responsibility of the employee to see that all personal information, such as addresses and tax deductions (W-4) forms, are up to date. The Personnel Department provides staff with the forms to change this information.
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