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Policy

It is the policy of the Department of Youth Services that all employees shall maintain daily time and attendance records utilizing the Human Resources/Compensation Management Systems (HR/CMS) Self Service Time and Attendance (SSTA) Module and in accordance with these procedures.  Total hours worked and any leave time used by employees shall be reported in this module.  Supervisors shall review the employee’s recorded time to determine if it is accurate and complete prior to approving the time.  
 Procedure
A. Definitions
1. The following definitions shall have the meanings assigned to them in this policy for purposes of interpreting this policy.

Children Youth and Families (CYF):   Department within the Executive Office of Health and Human Services charged with Human Resource and payroll functions for a number of Executive Branch agencies such as DYS.  
Employee Service Center (ESC): Point of contact for issues relating to reporting time through SSTA including answering questions related to time entry and time approval, resetting SSTA passwords, entering time if staff cannot get online, entering time reporting codes not available on the TCD, assisting in prior pay period adjustments.  
Reported Time Users:   Staff who record their time using the online timesheet.  All DYS unless specifically defined as a TCD user below are reported time users. 
Time Approver:  A supervisor of one or more staff direct reports who will approve the time of that staff online. 
Time Collection Device Users (TCD): Staff who use an electronic device at the DYS location to record time including Group Worker I’s, II’s, and III’s, Building Maintenance Supervisors I and II, Supervisor of Cafeteria, and Cooks (with the exception of Food Service Supervisors).  
Time Schedulers:  DYS Administrative Assistants or other staff designated at DYS locations to assist with SSTA duties.
2. Terms that are defined Policy #01.01.04, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy #01.01.04 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Logging Into SSTA

1.
Log in to SSTA through the link provided at www.mass.gov/masshr. 

2.
Log in ID for SSTA is the staff Employee ID.  The initial password is the Employee ID followed by the last 4digits of the SSN (no spaces).  After the first login, staff will reset their password as requested by the system.  
2.
Passwords may be reset for SSTA at any time.  After 5 unsuccessful log in attempts, the system will lock you out and you will need to call ESC to re-set. 
C. Online Learning for SSTA
1.
Online learning and trainings are available for employees and time approvers at www.mass.gov/masshr/training.

2.
Job aides and Frequently Asked Questions are available for instructions using SSTA at www.mass.gov/masshr .
D. Reporting Time for TCD Users
1.
Staff using a TCD shall receive a badge from the DYS regional location and access the system by swiping the badge on the TCD and selecting the desired function (clock in, clock out) on the TCD.  Staff utilizing sick, vacation, personal or compensatory time during a pay cycle must swipe their badge and select the date that they will be using their accrued time and manually enter the appropriate time reporting code or request their time approver’s to enter it for them.
2.
If the employee worked overtime, the TCD will calculate overtime.  Overtime shall not be entered online unless staff are unable to swipe at the TCD.

3.
Badge Information:

a.
DYS regional locations shall distribute a badge to new DYS staff and  submit to CYF a Personnel Transaction Form with the nine digit number located at the bottom right hand corner of the new card.  
b.
Activation of a new badge may take a few days.  Time Approvers shall enter the employee’s time online until the badge is activated.  

c.
Staff shall notify the Program Director and the DYS HR Department shall be notified via email if a badge card is lost with the employee’s name, employee ID.  DYS regional locations shall issue a replacement badge and submit to CYF a Personnel Transaction Form with the nine digit number located at the bottom right hand corner of the new card
d.
Upon termination or resignation from DYS, supervisors shall retrieve the badge and submit a personnel transaction form to CYF to deactivate the badge.  Once deactivate, the badge can be reused.
E. Reporting Time for Reported Time Users
1.
Staff may enter time on a daily basis but shall enter their weekly time no later than Thursday at 5 p.m. by accessing the MassHR homepage at www.mass.gov/masshr and clicking the “Enter My Time and Attendance”.  

2.
Staff shall review and make any changes to their pre-populated schedule including reporting vacation, sick or personal time using the approved Time Reporting Codes within SSTA and click submit.   

3.  If the employee’s time changes after approval, the employee shall change the time in SSTA and notify their supervisor of the change so that the supervisor can review for approval.  
F.
Approval of Time 
1.
For Reported Time Users, the employee’s Time Approver shall review and approve the work schedule or any weekly changes to the employee’s schedule by Friday at noon.  

2.  For TCD Users, the employee’s Time Approver shall review and approve the work schedule or any weekly changes to the employee’s schedule by Sunday at noon.  

3.  If it is not possible for time approvers to comply with the deadlines above then the time approver shall notify their manager so they can then be delegated this duty. 
4.  Time Approvers may delegate time approval to another time approver for short periods of time only.  Delegation of time approval shall only be to a supervisor of the next higher level in the “reports to” structure.  Delegation shall occur at least one business day in advance of the actual time approval due and cannot be done retroactively.  Upon delegation, the time approver shall give the person the group id number for their staff.  

5.
If a Time Approver changes an employee’s time, the Time Approver must give notice to the employee of the change.  
6.
If the Time Approver believes the employee’s time is inaccurate intentionally, the Time Approver must speak with a supervisor so an investigation can be conducted.  Intentional falsifications of time entered into SSTA are violations of the DYS policies and can subject the employee to discipline.
G.
General Provisions for SSTA

1.
 DYS Time Schedulers may collect the time data to assist the Time Approver.  However, such staff shall not approve the staff’s time.   
2.
Permanent changes to the employee’s default work schedule shall be made by the supervisor and communicated via a Personnel Transaction Form to CYF.  
3.
Family and Medical Leave Act (FMLA) codes shall not be used by staff until notice of the approved leave time is received from CYF.  

4.
Under no circumstances should a time approver modify an employee’s time sheet after Monday at 10:00 am. for the prior week.  If changes are needed, staff shall contact the DYS HR Department.  
5.
Time Approvers shall not delete any row on an employee’s time sheet with codes entered by CYF such as CBH (comp buy back for Holiday), SBY(standby pay), EILB (extended illness leave bank), SID (sick time donation for extended illness leave bank donations); SIDL(sick time donation for Legislative sick leave bank donations, etc.  Questions on the time and reporting codes shall be reported to DYS HR Department.
H.
Authorization of Overtime and Comp Time 
1.
SSTA does not change DYS overtime and comp time practices except as state below.

2.
Overtime sheets for TCD Users shall no longer be sent to CYF.  Reported Time Users shall continue to send overtime sheets to CYF and must notify CYF of any changes to their shift. 
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