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Shift Extension 

With 12 Hour Notice  
With 12 Hour Notice – Calculating Time Worked 

 

Shift Extension for an ABGW Employee scheduled to work 6:00 AM to 2:30 PM with a 30 minute 

automatic lunch deduction. 

Scenario Information: 

Supervisor asked employee on Monday to stay until 4:00 PM on Thursday.  The time card will show the start 

and stop time the employee actually worked.  Edits must be made. 

 

 

1. A second In and Out punch must be 

entered.  These punches will be as if the 

employee punched Out at his regular 

scheduled out time and back In one minute 

later. 

After punches have been entered, click outside 

the line and the added punches will correctly 

adjust as shown. 
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2. Right click on In time field 

3. To Edit Punch, Choose New Shift  

4. Click OK   

 

 

5. Click on Transfer drop down arrow and 

select Search 

 

 

 

 

 

 

 

6.  Transfer to Fund 10 if appropriate 

 

 

 

 

7. Click OK to save time record 
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As directed by the ABGW Agreement, 

employee was given the time worked (1.5) hours 

ETS-Extra Time Salary pay at the regular rate  

Employee not paid for overtime or travel; 

overtime based on 40 hour work week 

 



 

       Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3 

       Department of Technology Services – Kronos Version 5.2 Revised 11/24/2008 – kt   Page 6 of 22   

 

 

Without  a 12 Hour Notice – Pay Overtime & Travel 

 

No 12 Hour Notice Pay Overtime- No 12 Hour Notice Pay Overtime and Travel. Employee’s time card below 

 

 

 

Add an In punch for the end of the employee’s 

1st shift 

1.  Click on Transfer drop down arrow and 

select Search 

 

 

 

 

 

2. Enter Fund 10 for Override on Account # 

3. Select work rule ABGW Shift Extension 

4. Click OK 
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You can look at an employee’s schedule in the 

lower right hand corner of the screen to see their 

regularly scheduled end time. 

 

 

 

 

 

Employee’s is paid 1.5 in Shift Extension1.5 

for the 1.50 hours and 1 hour for travel time all 

paid at Overtime and Travel is in Fund 10. 
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12 Hour Notice –Manager’s Discretion to Pay Overtime, but not Travel Time 

 

12 Hour Notice-You choose to pay overtime, but no travel time. 

 

 

1. Add an In punch for the end of the 

employee’s 1st shift. 

 

 

 

2. Click on the Transfer drop down arrow 

and select Search 

3. Enter Fund 10 for Override to 

Account # 

4. Select work rule ABGW Shift 

Extension No Travel 

5. Click OK 
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Employee is paid overtime in pay code Shift 

Extension 1.5 and did not receive pay for travel 

time. Overtime was charged to right account. 
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Employee Called Back to Work 

 

Scenario Information: 

Employee was called back to work after shift was over and worked from 4:00 PM to 6:00 PM. The Employee 

needs to punch in and out. 

    

 

 

1. Edit the In punch of the new added shift by 

right clicking time box and select Edit 

Punch 

2. Right click on In time field 

3. To Edit Punch, Choose New Shift  

4. Click OK   

 

 

 

 

 

5. Click on Transfer drop down list and select 

Search 
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6. Choose Fund 10  

7. Choose appropriate Work Rule of Call 

Back 

8. Click OK to save the record  

 

 

Employee will be paid for four (4) hours 

although employee only worked two (2) hours 

as outlined in the ABGW Agreement.   

 

An employee called back to work for an 

emergency shall be paid a minimum of four (4) 

hours plus one (1) hour travel time at the rate of 

time and one-half (1 ½) of their regular hourly 

rate unless the work performed extends into or 

past their regular work schedule 
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Called in for Snow Removal 

 

Scenario Information: 

Timecard reflects employee’s actual work time was from 2:00 AM to 3:30 PM performing snow removal. 

 

 

 

Editor will have to add an out punch 1 minute 

prior to employee’s regular start of shift.  In this 

example, the employee’s scheduled start time is 

7:00 AM.  Thus, the out punch will be 6:59AM.  

Editor will also add the In punch of 7:00 AM. 

By clicking in a different row, Kronos will 

arrange the punches appropriately as shown. 
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1. Click on Transfer drop down arrow and 

select Search on the line where punches 

indicate hours worked outside of regular 

work day. 

 

 

 

2. Click on Fund 10 and choose 2606 in the 

Program for snow removal.  This will 

charge time worked to the Grounds 

Department. 

3. In the Work Rule drop down, click Call 

Back. 

4. Click OK to save and return to employee’s 

timecard. 

 

 

 

If an employee removes snow before or after his 

shift, the editor is required to follow this 

process. 

Screen shows scenario after editor added an 

additional shift at both ends of the employee’s 

work day. 
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13-6 Hazard Pay 

13-6-1 A hazardous situation (emergencies such as shooting, major fires, etc) is a condition in an individual 

building or city-wide that necessitates a District-wide school closure or individual school closure due to a 

“declared emergency” in the City and County of Denver, or a school emergency that pus employees’’ lives in 

immediate danger or poses a severe hazard to their health and/or well being. 

13-6-2  Employees required to work during a hazardous situation will be paid the rate of two and one-half (2½) 

times the regular rate of pay for a minimum of five (5) hours and every hour worked above five (5) hours. 

13-6-2-1 The hazard rate of pay will be paid during the initial and secondary response phase by the City and/or 

DPS emergency response personnel.  Employees released from duty will receive their regular rate of pay for the 

remainder of the day. 

13-6-2-2 Hazard pay does not apply for inclement weather, routine emergency callbacks to address specific 

building problems, or District-wide closures due to inclement weather. 

13-6-2-3 Hazard pay will be paid only when the emergency situation is in effect and if the employee is required 

to remain on duty.  Once an emergency is declared over, hazard pay is no longer in effect and any time worked 

beyond the minimum of five (5) hours as stated above in Article 13-6-2 will be rounded to the nearest quarter 

hour. 

Hazard Pay: 

1) District wide closure and employee is called back to work for snow removal.  Transfer will need to 

be added on employee’s timecard. 

2) District wide closure and employee is called back to work to perform normal day to day tasks/ jobs.  

No transfer within Kronos required. 

3) If the employee is set up with an automatic lunch within Kronos and comes in to remove snow, the 

employee will not auto deduct the lunch break.  If the employee takes a lunch, a punch in and out is 

required. 

4) Kronos is configured to pay hazard hours at the rate of double time and ½ outside of an employee’s 

normal shift. 

5) Kronos is configured to pay hazard hours at the rate of time and ½ during an employee’s normal 

shift. 
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District Wide Closure 

 

 

 

 

Picture shows employee worked from 2:00 AM 

to 3:30 PM during a District Wide Closure and 

was asked to do snow removal; thus, a transfer 

must take place within the timesheet. 

 

 

 

 

 

 

 

1. Click on Transfer drop down arrow and 

select Search 

 

 

 

 

 

 

2. Select Fund 10 Program 2606 to charge the 

hours to the Grounds Dept for the snow 

removal duties. 
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3.  For Work Rule, choose ABGW Dist Wide 

Closure Salary for an employee with a work 

year.  For an hourly employee, choose  

ABGW Dist Wide Closure Hrly. 

 

 

 

 

 

4. Edited timecard reflects employee worked 

13.0 hours with a 30 min lunch taken. 

 

 

5. Total time for the day = 8.0 hours of salary,  

5.0 hours of ETS Extra Time Salary,  13.0 

hours Half Pay, and 1.0 hour of Travel 

Time.  
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Off Shift Hazard Pay 
 

 

 

 

 

 

Kronos pays all Hazard hours worked at 2.5 the 

employee’s base wage. 

Example:  An employee typically works a shift 

from 7:00 AM to 3:30 PM with a 30 minute 

lunch. A Hazard zone started at 3:30 PM and the 

employee continued to work until 7:00 PM.  

Although this extended shift was less than 5 

hours, Kronos will still pay the employee for 5 

hours during the Hazard Zone.   

Timecard to the left shows employee punched in 

at 7:00 AM and out at 7:00 PM.  

 

 

 

1. A second In and Out punch must be entered.  

These punches will be as if the employee 

punched Out at his regular scheduled out 

time and back In one minute later. 

After punches have been entered, and you click 

outside the line, the added punches will correctly 

adjust as shown. 

 

2. Click on Transfer drop down arrow and 

select Search. 
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3. You can Transfer to the Fund 10 if 

appropriate.  

 

 

 

 

4. Transfer the Work Rule to Hazardous Pay 

 

 

 

 

5.   Right click on the In punch time and select 

Edit Punch. 

 

 

6. Go to the Override field and change it to 

New Shift. 

 

7. Save your work by clicking on  OK 
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8. Edited timecard reflects employee worked 

13.0 hours. 

 

 

 

 

 

 

 

9. Timecard reflects 8.0 hours of salary, 3.5 

hours of Hazard Worked, and 1.5 hours 

Hazard Non-Worked.  The total 5 hours of 

Hazard pay will be paid at 2.5 times the 

employee’s regular base wage. 
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On Shift Hazard Pay 

 
 

 

 

 

 

Example:  Employees works from 7:00 AM to 

3:30 PM.  A Hazard Zone is declared from 8:00 

AM to 11:30 AM 

1. The Employee only has an In and an Out 

punch 

 

 

 

2. A second In and Out punch must be 

entered.  These punches will be as if the 

employee punched Out (8:00AM) at his 

regular work and back In (8:01 AM) one 

minute later for the Hazard work.  

After punches have been entered, and you 

click outside the line, the added punches will 

correctly adjust as shown. 

 

3. Click on Transfer drop down arrow and 

select Search. 
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4. Transfer to Fund 10 if needed. 

5. Transfer the Work Rule to “Hazardous 

Pay On Shift” 

6. Save your work by clicking on OK. 

 

. 

 

 

 

7. The time card now looks like this. 

 

 

8. You will need to insert a new row.   

Right click on the green arrow.  Click on 

Insert Row. 

 

 

 

 

 

 

9. A second In and Out punch must be 

entered.  These punches will be as if the 

employee punched Out at 11:30AM 

from his regular work shift  and back In 

at 11:31 AM, one minute later for the 

Hazard work.  
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10. Go to Actions and select Calculate 

Totals 

 

 

 

 

11. The updated timecard  

 

 

12. In the Totals & Schedule area in the 

lower left hand side of the screen, notice 

that the Hazard Work rule does not take a 

lunch deduction out of the extra time 

worked.  This rule assumes most 

employees do not take a scheduled lunch 

break during a hazard situation.  If an 

employee does take a lunch break, then 

you will need to add this off duty time. 
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