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Joe came in on a holiday to hang the flag.  He clocked in at 6 AM and 

left for home at 7:00 AM.   

 

In the Transfer cell, click on Search and then Call Back. 

  Go to Actions, Calculate Totals. 

Joe will be paid for 5 hours at 1.5 times his regular rate of pay although 

he actually worked one hour. 

 

8.2 Facility Managers shall be paid a total of four (4) hours of 

overtime plus one (1) hour of travel time for hanging and taking 

down the flags on holidays. The Department of Facility 

Management will determine when flags will be displayed. 
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Joe’s regular shift is 6:00 AM to 2:30 PM.  (8 hours with a 30 minute 

unpaid lunch)  His Assistant was ill and Joe needed to extend his shift 

until 4:30 PM.  Joe should receive 1.5 times his regular rate of pay for 

the additional 2 hours of work. 

  

The above picture shows Joe’s punch in at 6:00 AM and out at 4:30 PM. 

The Timekeeper should add an in punch with the Transfer to work rule 

FMA Shift Extension.   By clicking outside of the line, the punches will 

8.3 Facility Managers required to work beyond their normal shift, 

due to the absence of the Assistant Custodian and the 

unavailability of a floater, with less than 24 hours notice, will 

receive the rate of one and one-half (1-1/2) times their regular 

hourly rate for all hours worked in excess of eight (8) hours for 

that day. 
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align correctly.  The view below shows the 2.5 hours above 8 hours will 

be paid at the overtime rate. 

 

 

 

 

 

 

Joe worked on a Saturday without 2 weeks notice.  He worked from 

7AM to 10AM, a total of 3 hours.   

In the Transfer cell, click on Search and then AOTS. 

Calculate Totals and Save. 

 

 

 

 

 

8.4 Facility Managers who are not given at least two (2) weeks 

notice of overtime scheduled on a Saturday or a Sunday will be 

paid at the hourly rate of time and one-half their regular rate. 
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Joe worked for 3 hours.  Under daily totals, you see that Kronos is 

paying Joe at 3 hours at his overtime rate. 

 

 

 

 

 

 

 

\ 

Joe worked his normal shift on Monday.  After leaving for the day, he 

was called back into work and worked from 4:00 PM to 6:00 PM. 

 

8.5 An employee required to report back to work after having left 
the worksite or called to work on a non-scheduled day will be paid a 
minimum of four (4) hours plus one (1) hour travel time at the rate 
of one and one half (1½ ) their regular rate. 
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Edit the In Punch of the new added shift by right clicking time box and 

select  Edit Punch, Override New Shift. 

  

 

 

In the Transfer box (in the new shift), choose the Work Rule Call Back 

and go to Actions, Calculate Totals. Save. 
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Under the Daily View, you see that Joe was paid for a total of 5 

additional hours paid at 1.5 his regular rate of pay in addition to the 

hours he worked during his normal shift. 

 

 

  

 

 

 

 

Joe T Plumber was called into work to remove snow on a day he was 

not scheduled to work.  He punched in for work at 3:00 AM and 

punched out at 6:00 AM. 

From the Transfer Cell, choose FMA-CWA Weather Call in. 

Go to Actions, Calculate Totals.  Save 

  

 

8.5.1 Facility Managers who are required by Facility Management to 
report only to remove snow and ensure buildings are operational, 
secure and safe will receive a minimum of five (5) hours of pay at 
the overtime rate of time and one half (1½). 
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Although Joe worked for 3 hours removing snow, Kronos pays him 5 

hours at 1.5 times his regular rate of pay. 

 

 

 

 

 

 

Joe was required to work on a day the district was closed due to a 

blizzard.  His punches show that he worked from 6:00 AM to 1:00 PM 

The Timekeeper would go into the Transfer box, between the in and 

out punch.  Go to Search.  Choose the work rule FMA-CWA Dist Wide 

Closure Salary (FM’s are salaried with a work rule) 

 

8.6 Employees who are required to work during a District-wide 

school or office closing shall be paid at time and one-half (1½) 

times the employee’s regular rate of pay. 
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Although Joe worked for 7 hours, he will be paid for 8 hours at his 

regular rate of pay and an additional 8 hours of ½ pay.  (8 hours at 1.5 

times his regular rate) 

 

 

 

 

Timekeeper does not have to do anything in this scenario. 

 

8.7 FMA employees excused from work during a district wide 

closure will receive their regular pay for the day. 
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The City of Denver has declared a state of emergency during and after 

an extreme snow storm.  Thus, any work performed is considered to be 

Hazard Pay.   

 

Joe worked during the hazard situation from 6:00 AM to 11:00 AM. 

Go to the Transfer cell, using the drop down arrow, choose Hazardous 

Pay and click on OK. 

 

 

HAZARD PAY-8.8.1 Facility Managers will be paid at two and one 

half (2½) times their regular rate of pay for a minimum of five (5) 

hours and every hour worked over five (5) provided the Facility 

Manager was required to work during said hazard/emergency 

situation (i.e., shooting, major fire,etc.). 
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Go to Actions, Calculate Totals and once you confirm the hours are 

paid correctly, click OK and Save. 
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Joe’s base hourly wage is $22.76.  For the 5 hours, he should receive $.  

$56.90  X 5 hours =  $284.45.   Joe’s daily totals show he will be paid 

$284.45 for the day. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Joe works from 6 AM to 2:30 PM each day.  Due to a snowfall, Joe had 

to come in to work early to shovel the snow.  He started work at 5:00 

AM.   

 

8.9 Facility Managers who are required to arrive at work early as 

approved by the Area Supervisor (i.e., before their regularly 

scheduled time on a regularly scheduled day) for the purpose of 

snow removal or other such buildings needs, will receive a 

minimum of two (2) hours of pay at the overtime rate of time and 

one half (1½). Facility Managers who elect to arrive early due to 

building needs will be paid at the overtime rate as stated in Article 

8.1. 
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Timekeeper will have to add an out punch 1 minute prior to employee’s 

regular start of shift and an in punch at his regular start time. 

In this example, we would add an out punch of 5:59 AM and an in 

punch of 6:00 AM 

 

 

 

After we click on a different line, the punches fall into the correct order. 

From the Transfer Cell between the early shift, choose FMA Early Shift 

Worked.  After you Calculate Totals, you see that Kronos is paying Joe 

for 2 hours prior to his start time even though he only worked 1 hour.   

Save. 
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Joe’s daily totals show that Kronos is paying him the 2 hours at his 

overtime rate for snow removal prior to his shift.   

 

 

 

 

 

 


