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FLSA

The Fair Labor Standards Act of 1938 (FLSA)

governs minimum wage and hour requirements for

all covered, non-exempt employees. The
Hour Division of the Department of Labor
(DOL) is responsible for administering and

enforcing the Act.
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Employee Pay Plans

Not exempt from the Fai
Receive overtime pay or comper:
time and a half for hours worked over 40 in a workweek
., physically worked 42 hour x 1.5 = 3 hours of
overtime)
Serve a 6 month probationary period
ity Support Pe System (USPS) exem
tandard

Serve a 6 month probationary perio

Florida State University
Time and Labor

Office of Human Resources

Employee Pay Plans

Exempt

Do not r

40 in a workweek
Annual employment cor

‘aculty

research, or public service
tive functions di

Exempt
Do not receive extra compensation for hours worked over
40 in a workweek
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Employee Pay Plans

Dther Personal Services (OPS)

Not eligible for paid leave

Eligible for FMLLA and Parental Leave
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Policies and Procedures

— University Policies and Procedures
Faculty should refer to the Faculty Handboo
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Workweek

* The FSU workweek is from 12:01 AM
Friday to midnight the following rsday

Even though we are paid every two weeks,

all attendance and leave is calculated by the
workweek
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Leave Accruals

Florida State University
Time and Labor

Eatned by exempt USPS when they physically work more
than 40 hours in a workw
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inistrative Leave

Administrati is defined a e f absence with pay authorized for a
particular purpose not chargeable a stan e yee’s accrued leave. Listed here
are the most common forms of istrative leave used by employees (with
approval from your supervisor):

Death of an immediate family member

Florida Disaster Volunteer
¢ es that do not involve personal interest and where the
employee is not an expert witness
y closings of the Uni
ing of the different types of administrati

is available at / di.
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Leave Transfers - USPS and A&P

USPS and A&P employees transferring from an oved
Florida governmental entity may be able to transfer unused
annual and sick leave
USPS: up to 240 houts of annual leay
hours of annual leave
ck leave transfers
can elapse between

Department approval required
For further information, contact the
HR Help Desk 2 -644-6664.
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Leave Transfers - Faculty

Faculty transferring from a Florida governmental entity may
be able to transfer unused annual and sick leave
* 12 month Faculty: up to 352 hours of annual leave
* 9,10, and 12 month Faculty: no Un ity
maximum on sick leave transfers
No more than 31 days can elapse between
employment
Department appro

For further inforr
the Faculties at 850-645
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Family and Medical Leave
Parental Leave
Military Leave

Sick Leave Pool

For further »rmation, contact the HR Help Desk
at 850-644-6664.
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Family and Medical Leave Act (FMLA)

of time
(bttp:/ [ wwmw.dol.gov).
Eligibility
¢ 12 months cumulative service
* 1,250 hours worked in the immediate 12 months
preceding the requested leave

¢ Qualifying event under the FMLA regulations
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Family and Medical Leave

Benefits
J iligi ay take FMLA protected leave
On
a newborn child
ster care placement of a child
Serious health condition of the employee or an
immediate family member (spouse, child, or parent

To care for an injured or ill service-member of the
Armed
Qualif
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Family and Medical Leave

re required to maintain the same level of
th insurance ge that was provided before
the leave
Employ must arrange for the employee portion of
premium payments

3 ick and annual
leave during their FMLA protected leave
ditional training on FMLA i ilable through the
ty’s Training Center and is recommended for all
department representatives
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Sick Leave Pool

y be granted Pool hours for th.

employ rious illness or injury

Member y receive up to 480 hours in a 12 month
period for their setious health condition after u

ick, annu: onal holiday and compensator

Membe:
* 1 year of continuous University service
hour sick leave balance

re use of le
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Sick Leave Pool (cont.)

When can I apply?
Within 30 days of completing 12 months continuous
Univ ice

During the annual open enrollment period

Within 30 days of tr: r to FSU from a

Florida agency or University where you were a Sick
1 Pool member

For further information, contact the HR Help Desk
at 850-644-6664.
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Dfficial University Holidays

New Year’s Day
Martin Luther King, Jr. Day

Memorial Day

Independence Day
Labor Day

istmas Day
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OMNI Self Service
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OMNI: Online Management of Networked

Information (hup:/ /www.erp.fin.edu/)
VIO, E UNIVERSTY
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Online Management of Networked Information

L A TS T b O
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OMNI
line Management of Networked Information
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OMNI Timesheet

Viewliy: | oo
gt Time s

Raported Hosrs:
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Paper Timesheet (Pay and Leave Report)
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Non-Exempt Timesheet
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View Paycheck — part 3

Tud 17D
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Personal Information

Feenah Wisukeenah

Zeenah Waukeenah

fakiress Tyne  Status H5.01 Counire Address
1234 Main Stroet
Hame Current Tai

1234 Main Strest
Mailing Current 08012010 USA Tallahassee, FL 32301
Leon

Change bomaemailing sddsses
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Personal Information Summary —

Braferred

Ealatonsiin 1o Empkeye Erimany Contact

Spouse

Hams

Smith. John
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Personal Information Summary — part 3

Email Addresses
Email Type Email Address
Campus zwaukeenah@admin.fsu.edu

Preferred

Other waukeenah@amail.com

Change email addresses

Marital Status

Marital Status:  arried Asof:  08/01/2010

Change marital status
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Training and Development

Human Resources offers the following classes for
depatrtment representatives an
* Time & Labor procedures

* Attendance & Leave policies and procedures

e Family Medical Leave /

See the Human Resources Training website at
for class schedules




ida State University
Time and Labor

Office of Human Resources

.bsite( 1/.5(111)

You can find the following types of information on the

Payroll calendars (pay days and holiday
Employee forms

Information on the Sick Leave Pool and
the Family and Medical Leave Act
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HR Website (cont.)

*  New Employee Orientation Checklist - important links to do
the following:
—  Getting your FSU ID card (Card Center is located in the

bring proof of employment (
contract)

p bring proof of employment
to the 5™ floor of th
Center, Building »sts about $10 biwe
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CONT

Should you have further quest regarding
any of the Time & Labor information

discussed within this presentation, please call
the HR Help Desk at 850-644-6664.
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THE END
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