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PAYROLL

ffice: Located at Department of Health Services/Human Resources Office,

ds:

cks:

5555 Ferguson Drive, City of Commerce.

The County has two pay periods per month: the 1%t through the 15" and the
16" through the end of the month. Each County employee must complete a
timecard for each pay period,

The timecards must be signed in ink by the employee and the supervisor.
Signed timecards are submitted by the departmental payroll liaison to Payroll
for processing.

The official County payday is the 15" of the month for all hours worked in the
prior month. However, employees who are on direct deposit get an earned
salary advance (ESA) on the 30" of each month. An ESA is an advance on
the 15" payday and is usually approximately one-half of net earnings
although some bonuses are only paid on the 15" of the month.

It takes 30 days for the Auditor-Controller to process a request for direct for
deposit. Without the direct deposit authorization, the employee will be issued
a paycheck on the 15" of the month for all hours/earnings for the prior month.

Employees on direct deposit receive a “Notice of Direct Deposit”™ and
employees not on direct deposit receive a regular warrant {check). Each
employee must sign or initial a payroll register on payday to receive the direct
deposit statement or payroll warrant. Departments may hold the warrants
and notices of direct deposit for up to 3 to 4 days before taking them to the
Cashier's Office. The Cashier's Office keeps the unclaimed payroll warrants
and notices of direct deposit for 2-3 days and then forwards the unclaimed
ones to Expenditure Management. Expenditure Management returns the
unclaimed warrants to the Audit-Controller. Unclaimed notices of direct
deposit are held by Expenditure Management until they are destroyed.

An employee may authorize a person to pick-up his/her notice of direct
deposit or pay check by providing a letter of authorization. The person must
present this authorization along their picture 1D (drivers' license, employee
badge, passport, etc.) before any statement or pay check is released.
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Payroll Liaison: Each department has designated an employee to be the payroli
liaison. The liaison will attempt to answer all questions regarding time card
coding, pay location changes, time card corrections, time card deadiines, an
other related issues. If unable to answer these or other questions, the payroll
liaison will contact our Payroll Office for assistance. The Payroll office is
located in the City of Commerce at DHS/HR headquarters.

BILINGUAL BONUS: Federal and state laws require that we provide information to
patients in a language they understand. To meet that need, we provide a
bilingual bonus to employees who speak a second language on a “frequent
and contining basis.” Full-time employees who meet that criteria are eligible
to a bonus of $100 per month; part-time employees are eligible to an hourly
rate. Requests for bilingual bonuses must be submitted through the
departmental Program Directors to Human Resources and the employee
must be tested to determine proficiency in the second language. Employees
are not eligible to receive the bonus until after their department has been
notified the request for the bonus has been approved.

EDUCATIONAL BONUS: $1,000 is paid to Physician Post Graduates (PPG 1st Year)
advancing to Physician Post Graduate (PPG 2nd Year) in a County training
program and is paid on the August 15th pay day. Resident Physicians often
use the educational bonus payment for their license fee.

1.115 WAIVER INCENTIVE BONUS: 2% of the annual salary is paid to Resident
Physicians at the end of each year in the following programs:

Family Medicine PPG II, PPG I, PPG IV
internal Medicine PPG I, PPG Il

OB/GYN PPG i, PPG lil and PPG IV
Pediatrics PPG Il, PPG Hl and PPG IV

CHIEF RESIDENT BONUS: $265 per month up to a 12-month maximum is paid at the
conclusion of the assignment to Resident Physicians who perform the Chief
Resident function including scheduling, clinical supervision and education of
other Resident Physicians involved in a training program. The bonus is not
paid when it is a requirement of the program.

INTERN/RESIDENT LEAVE: in lieu of vacation and holiday allowances, persons
employed as full-time or half-time Physicians, Post Graduate (first through
seventh year) who are assighed to a County hospital for any one contractual
period of at least 2 months, or its equivalent (4 months for employees on half-
time items), shall earn 2 working days paid leave per month, 10 working days
may be deferred each year upon written request by the employee. If no
request is made, employees shall be paid for all accrued days. Upon



completion of each Physician, Post Graduate year (first year through seventh
year), a lump sum payment shall be paid for such accrued time. Whenever
the sum of an employee's current and deferred vacation exceeds 40 days,
that portion in excess of 40 days may be deferred for no more than one year.
If at the end of that year, an employee still has current and deferred vacation
in excess of 40 days, he or she shall be paid that portion in excess of 40
days. Upon completion of their term as Physician, Post Graduate (second
through seventh year), a lump sum payment may be paid for such accrued
time not to exceed 40 days.

IAVE: 100% sick time accrues according to the following schedule:

YEAR HOURS
e 80
ond._ 4in 88
50 96

Sick leave is accrued each pay period and is earned at the rate of
approximately 8 hours per month if the employee is in a pay status.

Sick leave is to be used for absences due to illness, injury or non-emergent
medical and dental care. Seventy-two (72) hours of accumulated sick time per
calendar year can be used for personal time. Employees must have prior
approval from their Program Director to use personal time.

100% sick leave is cumulative time. If unused in one calendar year, it rolls
over to the next year. If no 100% sick leave has been used, an employee can
sell some of the time during two periods each calendar year as follows:

PERIOD HOURS
January through June up to 24 hours
July through December up to 24 hours

Interns and residents are not eligible to sell back their sick time for the first 6
months of their residency.

Upon termination of employment, employees with less than 5 years service
will not be paid for unused sick leave. Employees with more than 5 years
service will be paid for one-half of their 100% sick leave not to exceed 720
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PART PAY SICK LEAVE: The County does not contribute to State Disability Insurance;

DISABILITY

instead, employees receive additional sick leave at part pay as follows:

PERIOD 65% 50%

6 to 1210 56 hours
months

1to0 2 years 56 hours 56 hours

2 to 5 years 112 hours 112 hours

5to 10 years | 224 hours 336 hours :
10 years 448 hours 336 hours (50% increases
up to 2016hours maximum
after 30 years)

INSURANCE: The Joint Council of Interns and Residents (JCIR)
automatically provides a group disability plan. Rivetti, Clarke and Associates
administer the plan and the telephone number is (818) 878-7800. Coverage
begins with the first day of employment and benefits are payable after a 90
day period of disability at a monthly benefit rate of $3,500. The plan is
portable upon termination of employment.

BEREAVEMENT LEAVE: Employees are allowed three (3) days off with pay due to the

death of a member of their immediate family or the family of a domestic
partner. If an employee has to travel 500 miles one-way as a result of the
death, they are permitted an additional two (2) days of bereavement leave
with pay.

Immediate Family members as follows: mother/stepmother,
father/stepfather, spouse, children/stepchildren, sister, bother mother-in-law,
father-in-law, grandparents, grandchildren.

Domestic Partner Family members as foliows: mother/stepmother,
father/stepfather, child, stepchild, grandchildren.

Employees must provide their Program Director with verification of the death
upon return to work. Verification can be either an obituary ciipping from the
newspaper, a program from the funeral service, a death certificate or other
proof satisfactory to his department head that an absence was due to such
causes.



