 

KCTCS Human Resources Procedure #17–“Supplemental Assignment”
Last revised: 11/16/11

Relates to:	KCTCS Administrative Policies:

· 2.11.1.3.4 Internal Faculty Overload 
· 2.15.2.7 Acting Assignments
· 2.15.1.7 Computing Pay
· 2.15.1.8 Compensation for Overtime Hours Worked; Work Performed during 
Holidays, Institutional Closing, and Emergency Closing
· 2.15.2 Employment Actions
· 2.19 Attendance/Hours of Work
· 2.19.1 Flex-Time
· 2.19.2 Work Schedule
· 2.19.3 Work Arrival and Departure
· 2.19.4 Reporting to Work

-KCTCS Human Resources Procedure #12 - Scheduling and Hours of Work Issues
-HR97 Form (Last Revised 11/04/2011) – Appendix C (below)
-Worksheet Titled: NonExempt ‘Weighted Average’ or ‘Formula’ Calculation Worksheet – Appendix D (below) 
-Fair Labor Standards Act (CFR 29 778.115) 
	 

Effective Date:   11/01/2011


Supersedes:  KCTCS Human Resources Procedure #17 dated April 30, 2010, titled “Staff Internal Overload” - Appendix E (below)


KCTCS recognizes there are times when a current employee is the most appropriate person to undertake a “Supplemental Assignment” that would otherwise necessitate employment of an additional individual.  

A Supplemental Assignment is defined as an assignment that is clearly beyond the scope of the employee’s specified duties, which may be performed during normal and usual working hours or outside the normal working hours of the employee.   

Faculty and Regular/full-time staff may be eligible for compensation for performing additional duties within KCTCS.  Compensation for these “Supplemental Assignments” is categorized as:

1.  (1a) “Internal Faculty Overload” / (1b) “Working a Second Job” or 

2.  “Additional Assignment”




1. 1a) “Internal Faculty Overload” / (1b) "Working Second Job" - The FLSA Act requires a NonExempt employee paid at two or more different rates during the same work week by the same employer for doing two or more different jobs (such as a primary duty full-time Administrative Assistant also teaching any type of a KCTCS class, except VLI); or (1b) a primary duty full-time Clerk also working occasionally as a Security Guard earning two different rates).  

(1a) Internal Faculty Overload: Regular faculty and staff performing instructional duties may be eligible for an Internal Faculty Overload if teaching at one of the KCTCS colleges.  An Internal Faculty Overload may be requested by the employee or by an administrator/supervisor.  

Faculty:  Faculty compensation for the Faculty Internal Overload within the educational unit for faculty in KCTCS will be restricted to instructional assignments that are clearly above and beyond the duties and responsibilities recorded in the faculty member’s approved Performance Planning and Evaluation agreement.  Overload for Faculty on ‘Released Time’ or ‘Reassigned Time.’  Overload pay is generally restricted to faculty carrying a normal teaching load of fifteen (15) credit hours per semester or equivalent for the academic year, fall and spring semesters. The maximum number of contact hours per week for a full-time occupational/technical instructor shall be determined by the chief executive officer but shall not exceed twenty-five (25).   However, faculty members who have been released from one or more courses to take on other duties may be paid overload for an additional instructional assignment if that assignment is clearly above and beyond the duties recorded in the approved Distribution of Effort Agreement, in accordance with KCTCS Administrative Policy 2.11.1.3.4 Internal Faculty Overload.

Staff:  Staff compensation for the Internal Faculty Overload will be limited to one course per semester, during the employee’s normal work hours in accordance with KCTCS Administrative Policy 2.11.1.3.4 Internal Faculty Overload.  Ideally, any Internal Faculty Overload shall occur outside the normal working hours of the employee.  However, if the Internal Faculty Overload occurs during an employee’s normal work schedule, the employee’s supervisor and employee must work together to assure the minimum hours of service (37.5 hours per week) are performed for the full time, regular position prior to the beginning of the Faculty Overload assignment.  With supervisor approval, vacation leave may be utilized to complement any hours not performed during the workweek, and shall be documented on the KCTCS HR 97 form and the KCTCS Absence Record/Request (PR90), as appropriate.

Compensation for Internal Faculty Overloads complies with the established fee schedule (e.g., college adjunct faculty salary schedule, Workforce Solutions salary schedule, college contract, KCTCS salary schedule, etc.) which has been approved by KCTCS leadership and/or the respective college president/chief executive officer.

To calculate (1a) “Internal Faculty Overload” / (1b) “Second Job” compensation using the Weighted Average calculation for NonExempt Employees, please refer to the section below, titled, “NonExempt Employees”.

2. Additional Assignment: Additional Assignments are typically short term or limited in duration, special projects, or specific needs or events, that employees assume in addition to current position responsibilities.  To standardize terminology, the term "Additional Assignment" is designed to replace terms such as "non-teaching-related Overload", "Acting Assignment", "One Time Payment", or "Additional Pay". 

The use of “Additional Assignments” described in HR Procedure #17 does not include Nonrecurring Merit Bonus, salary pay adjustments, awards, paying out vacation balances or the FAC amount to new faculty hires.



Employees assuming responsibility for an Additional Assignment, in addition to current position responsibilities, may be paid a rate not to exceed $15,000 a year, paid as a non-recurring Additional Assignment, based on the value added and/or complexity of the project/event/need. Additional Assignments are typically short term, yet may continue for a duration of up to three years. 

To calculate “Additional Assignment” compensation for NonExempt Employees, please refer to the section below, titled, “NonExempt Employees”, Procedure #18 (under development), and the ‘formula’ in the “NonExempt ‘Weighted Average’ or ‘Formula’ Calculation Worksheet”.

Documentation Process:  Approval for Supplemental Assignment shall include:  consideration of the regularly scheduled hours of work for the employee, a reasonable expectation of the additional hours an employee could work while maintaining optimum work performance, and the needs of the departments involved in the Supplemental Assignment. Supplemental Assignments are approved in advance by the Administrator/Supervisor requesting the Supplemental Assignment, employee’s immediate supervisor, the Departmental Manager/Supervisor, Provost/Chief Academic Affairs Officer/Academic Dean (if applicable), college president/chief executive officer (if applicable), or System Office Cabinet Member (as applicable) and Human Resources. The Supervisors, as well as College President/Chief Executive Officer, or, if the Supplemental Assignment involves the System Office, the System Office Cabinet member, has the right to refuse any and all requests for Supplemental Assignment/employment.  

Signatures are required as indicated on the HR97 form, and subject to audit on a quarterly or annual basis.  

Appendix A:  “Supplemental Assignment Tasks/Responsibilities” summarizes the roles and responsibilities. 

Supplemental Assignments extending in duration beyond one year, require annual signatures as indicated on the HR97 Form. Exceptions to the compensation limits and length of assignment may require KCTCS President’s approval. Request for such should be submitted in writing to the Cabinet member with detailed justification for the exception.

Appendix B: “Supplemental Assignment Process” contains a flow chart that outlines the Supplemental Assignment steps.


NonExempt Employees: Additionally, compensation for nonexempt employees earning a Supplemental Assignment shall be in accordance with applicable sections of the Federal Fair Labor Standards Act. 

1. 1a) “Internal Faculty Overload” / (1b) "Working Second Job" - The FLSA Act requires employers to calculate a  “weighted average” for a NonExempt employee paid at two or more different rates during the same work week by the same employer for doing two or more different jobs (such as a primary duty full-time Administrative Assistant also teaching any type of a KCTCS class, except VLI); or (1b) a primary duty full-time Clerk also working occasionally as a Security Guard earning two different rates).  

The regular rate of pay must take into account the different rates, via the ‘weighted average calculation’, using the title, “NonExempt ‘Weighted Average’ or ‘Formula’ Calculation Worksheet” (Appendix D) as a guide.  These calculations shall be made collaboratively by the respective payroll and human resources departments with both areas monitoring these situations. 





2.  “Additional Assignment” - Since the Additional Assignment is defined as limited in duration that employee assumes in addition to current position responsibilities, the Additional Assignment pay is calculated into an hourly basis as a separate line item on the employee’s paycheck.  NonExempt employees cannot receive “lump sum payments”.  Rather “lump sum” is calculated  into an hourly rate by dividing the lump sum by 150 hours a month (37.5 hours a week x 4 weeks) by using the ‘formula’ in the “NonExempt ‘Weighted Average’ or ‘Formula’ Calculation Worksheet”.  If the employee works over 40 hours, time-and-a-half is paid on the result of the regular rate and Additional Assignment rate.

For example, a NonExempt employee’s regular rate is $15/hr; Additional Assignment is $250/month; works 3 hours overtime in a work week.  Using this example, the employee’s pay check would show the following line items: 
 
1)      The current regular of $15/hr
2)      The Additional Assignment rate of $1.67/hr [$250/150 hrs], and
3)      Overtime of $75.03 [($15/hr regular rate + $1.67/hr Additional Assignment = $16.67/hr) +
$8.34 (time at one-half) = $25.01 (regular rate, Additional Assignment, and time at one-half) x 3 hours of overtime over 40 hours a work week].

For purposes of computing overtime, each workweek stands alone. KCTCS’ official work week, for all personnel policy employees, is 12:01 a.m. Sunday through 12:00 midnight Saturday.

Hours worked during two or more workweeks may not be combined or averaged to determine overtime pay due. Hours worked in excess of 40 hours per week must be compensated at time and a half. Time worked on supplemental assignments is not a separate entity but a combination of the regular job and supplemental duties and will be computed as such.  

For additional information, please refer to Procedure #18 NonExempt Overtime Calculation (under development) and Appendix A:  Supplemental Assignment Tasks/Responsibilities (below).

Fringe Benefits: The employee’s fringe benefits shall not be affected by monies paid for supplemental assignments, unless otherwise required by state statute (KERS/KTRS).

Declining a Supplemental Assignment: A Supplemental Assignment is not an absolute right or entitlement, and should only be used when such appointments are in the best interests of the College(s) or System Office.  An employee may decline a Supplemental Assignment without impact to the employee’s employment at KCTCS.

***

Limitations: This procedure should not be used in the determination of salary for potential overload/additional payments for KCTCS Interim or Acting College Presidents. 

The provisions of this Human Resources Procedure remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or reissued to state other provisions.





Appendix A:  Supplemental Assignment Tasks/Responsibilities


	Employee
	Employee Requesting a Supplemental Assignment to Teach an Overload:
· Initiates HR97 form and submits to his/her immediate supervisor.  (“The Supervisor Requesting the Supplemental Assignment” may initiate the process, as well. Please see “Supervisor section below.)
· If the “Supervisor Requesting the Supplemental Assignment” and the “Employee’s Immediate Supervisor” are two different supervisors, after “Supervisor Requesting Supplemental Assignment” signature is obtained, Employee requests “Employee’s Immediate Supervisor” consider Supplemental Assignment request. 
· Additional Responsibilities: 
· Employee is responsible for ensuring accurate and complete timesheets are submitted to the Payroll Office, if hourly rate applies.
· Notifies supervisor of significant changes to position duties and/or work schedule, if supervisor is not already aware of these changes.

	Supervisor(s)
	“Employee’s Immediate Supervisor”
· Either approves or denies employee’s request for a Supplemental Assignment.
· If approved, sends HR97 to next applicable line of authority as indicated on the HR97 for appropriate signatures.
· After appropriate signatures obtained, submits request to local Human Resources.
· Obtain annual approval for Supplemental Assignments extending pass one year

“Supervisor Requesting Supplemental Assignment”:
· Ensures that Supplemental Assignment requests can be supported by adequate funding.
· Initiates HR97, solicits appropriate signatures, process approved form through local HR .
· Tracks approved Supplemental Assignment.
· Employee and supervisor are responsible for ensuring accurate and complete leave forms and timesheets are submitted to the Payroll as appropriate.
· Obtain annual approval for Supplemental Assignments extending pass one year.

	Human Resources
	· Administers and interprets Supplemental Assignment policies and procedures to ensure Supplemental Assignment request meets criteria.
· Verifies “Supplemental Assignment” is appropriate option after considering all “Supplemental Pay” categories.
· Develops check and balance of total amount to not exceed policy 
· For Nonexempt employees, HR, in conjunction with Payroll, calculates “NonExempt Weighted Average or Formula Calculation Worksheet”.
· Sends HR-97 to Payroll for processing.
· Monitors and evaluates Supplemental Assignment practices to ensure adherence to Federal and State laws/regulations.
· Monitors Supplemental Assignment tracking.
· Supplemental Assignments in duration extending one year, HR notifies supervisor to review assignment, If assignment continues, supervisor requests annual signatures as indicated on the HR97 form.

	
Payroll
	Nonexempt Employees
· Payroll, in conjunction with HR, calculates the appropriate compensation based on the “NonExempt Weighted Average or Formula Calculation Worksheet”.
· For Nonexempt employee teaching a course IN ADDITION to existing position, use existing college adjunct faculty pay rates to determine appropriate hourly pay rate for weighted average hourly salary computation.  
· For Nonexempt employee in a non-teaching assignment, consider hourly rate of minimum of band in completing weighted average hourly salary computation. For nonexempt employees, overtime payment is typically dependent on the FLSA status of the primary job.
Faculty and Staff
· For all faculty and staff, enters data in PS with the appropriate overload codes 
· Verifies accurate compensation reflected on the employee’s paycheck.
· Tracks length of Supplemental Assignment to ensure end date occurs timely.
· Distributes copies as indicated on the HR-97 form
· Original is filed in Employee’s Personnel File.








Appendix B: Supplemental Assignment Process







Appendix C: HR97 Form
	[bookmark: _MON_1382956346][bookmark: _MON_1382956351][bookmark: _MON_1382957232][bookmark: _MON_1382957252]
	
An image of the HR97 form is copied below for ease of reference. Download the full form for your use.
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[bookmark: _GoBack]Appendix D:  NonExempt ‘Weighted Average’ or ‘Formula’ Calculation Worksheet
	

Example:
	






1)	‘Weighted Average’ Calculation for NonExempt Employee Earning 1a) “Internal Faculty Overload” / (1b) "Working Second Job"

1a) “Internal Faculty Overload” / (1b) "Working Second Job" - The FLSA Act requires a NonExempt employee paid at two or more different rates during the same work week by the same employer for doing two or more different jobs (such as a primary duty full-time Administrative Assistant also teaching any type of a KCTCS class, except VLI); or (1b) a primary duty full-time Clerk also working occasionally as a Security Guard earning two different rates).  
.  

	Weighted Average Calculation:
Tab 1: 	WeightedAvgCalc
Tab 2:	WeightedAvgCalcSample 
Tab 3:	FacultyHrsCalc 



2)	‘Formula’ Calculation for "Additional Assignment" Pay and Overtime Rate for NonExempt Employees 
(2) “Additional Assignment”- Since the Additional Assignment is defined as limited in duration that employee assumes in addition to current position responsibilities, the Additional Assignment pay is calculated into an hourly basis as a separate line item on the employee’s paycheck.  NonExempt employees cannot receive “lump sum payments”.  Rather “lump sum” is calculated into an hourly rate by dividing the lump sum by 150 hours a month (37.5 hours a week x 4 weeks).  If the employee works over 40 hours, time-and-a-half is paid on the result of the regular rate and Additional Assignment rate.

For example, a NonExempt employee’s regular rate is $15/hr; Additional Assignment is $250/month; works 3 hours overtime in a work week.  Using this example, the employee’s pay check would show the following line items: 
 
1)      The current regular of $15/hr
2)      The Additional Assignment rate of $1.67/hr [$250/150 hrs], and
3)      Overtime of $75.03 [($15/hr regular rate + $1.67/hr Additional Assignment = $16.67/hr) + $8.34 
   (time at one-half) = $25.01 (regular rate, Additional Assignment, and time at one-half) 
   x 3 hours of overtime over 40 hours a work week].

	Formula:
Tab 4: AdditionalAssignmentFormula
Tab 5: AdditionalAssignmentFormulaSamp











Appendix E:  HR Procedure #17 (Effective Date: April 30, 2010)

Below is the KCTCS Human Resources Procedure #17 dated April 30, 2010, entitled “Staff Internal Overload”.




HR Procedure #17 “Supplemental Assignment”, supersedes HR Procedure #17 “Staff Internal Overload”.
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KCTCS Human Resources Procedure #17– Staff Internal Overload


Relates to:
KCTCS Administrative Policies:

· 2.15.1.7 Computing Pay

· 2.15.1.8 Compensation for Overtime Hours Worked; Work Performed during Holidays, Institutional Closing, and Emergency Closing

· 2.15.2 Employment Actions

· 2.19 Attendance/Hours of Work

· 2.19.1 Flex-Time

· 2.19.2 Work Schedule

· 2.19.3 Work Arrival and Departure

· 2.19.4 Reporting to Work

KCTCS Human Resources Procedure #12 - Scheduling and Hours of Work Issues


Fair Labor Standards Act (CFR 29 778.115)


Effective Date:  4/16/2010

KCTCS recognizes there are times when a current staff employee is the most appropriate person to undertake an internal overload assignment that would otherwise necessitate employment of an additional individual.  An overload is defined as an assignment that is clearly beyond the scope of the employee’s specified duties, which may be performed during normal and usual working hours or outside the normal working hours of the employee.   A staff overload assignment is not an absolute right or entitlement, and should only be used when such appointments are in the best interests of the College(s) or System Office.

Staff overloads are approved in advance by the employee’s immediate supervisor, overall supervisor, and college president /chief executive officer (as applicable).  Supervisors, as well as college president/chief executive officer, reserve the right to refuse any and all requests for overload assignment/employment.  Approval for overload assignment shall include:  consideration of the regularly scheduled hours of work for the employee, a reasonable expectation of the additional hours an employee could work while maintaining optimum work performance, and the needs of the departments involved in the overload. 

A staff employee, completing a teaching assignment, shall not teach more than one course during their normal working hours.  Ideally, any overload assignment should occur outside the normal working hours of the employee; however, if the overload assignment occurs during an employee’s normal work schedule, the supervisor and staff employee must work together to assure the minimum hours of service (37.5 hours per week) are performed for the full time, regular position.  Vacation leave may be utilized to supplement any hours not performed during the workweek, and shall be documented on the KCTCS Overload form (HR 97); and the KCTCS Absence Record/Request (PR90) as appropriate.

Compensation for staff overloads will be at a set rate covered by an established fee schedule (i.e. college adjunct faculty salary schedule, Workforce Solutions salary schedule, or KCTCS salary schedule) which has been approved by KCTCS and the college president/chief executive officer where the overload is based.  

Employees assuming duties in connection with an “Acting” or “Interim” assignment shall be paid in accordance with KCTCS Administrative Policy 2.15.2.7 Acting Assignments.  See Staff Internal Overload Appendix.

Employees assuming responsibility for a short term or limited duration special project or specific need or event, in addition to current position responsibilities may be paid a flat monthly rate (not to exceed $1000 a month) paid as a non-recurring overload based on the value added and/or complexity of the project/event/need. 


Additionally, compensation for non-exempt employees completing an overload shall be in accordance with applicable sections of the Federal Fair Labor Standards Act. This act requires a non-exempt employee paid at two or more different rates by the same employer for doing two or more different jobs during the same work week, the regular rate of pay must take into account the different  rates, via the formula for ‘weighted average’.  These calculations shall be made collaboratively by the respective payroll and human resources departments with both areas monitoring these situations through the receipt of timesheets and/or additional pay or one-time payment forms. 


The employee’s fringe benefits shall not be affected by monies paid for overload assignments, unless otherwise required by state statute (KERS/KTRS).

A staff member may decline an overload assignment without impact to his/her employment at KCTCS.

Limitations:   This procedure should not be used in the determination of salary for potential overload/additional payments for KCTCS Interim or Acting College Presidents.

The provisions of this Human Resources Procedure remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or reissued to state other provisions. 
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