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College Streamlines Payroll Process for over 900 Employees

ivonia, MICH. — Schoolcraft
LCoIIege drastically cut the hours

of administrative time once
needed to track employee data and
prepare payroll, and dramatically
increased payroll accuracy.
Supervisors no longer spend valuable
time each pay period reviewing hand-
written time sheets or chasing down
missed punches for more than 900
employees. Since switching to an inte-
grated, Web-enabled time and atten-
dance system, payroll is completed
faster than before. The system
enables the college to standardize
scheduling across the campus; auto-
matically track wage policies; and
analyze employee data for better-
informed decisions.

About Schoolcraft College
Located in the metropolitan Detroit
community of Livonia,  Mich.,
Schoolcraft College is a two-year pub-
lic college with 10,000 enrolled stu-

dents in more than 90 programs of
study. Asscciate degree programs
include business administration, crim-
inal justice, culinary arts, medical
technology, computer sciences, engi-
neering technology and a variety of
other disciplines,

Past Methods

In past years, Schoolcraft College
tracked employee time and atten-
dance data for more than 900 full- and
part-time employees with manually
assembled time sheets. This included
five classifications of workers, and
part-time student employees in food
service, facility management, library,
bookstore, clerical and other depart-
ments. Some employees hand-record-
ed start and end times; some “clocked
in" each day with paper punch cards
and an outdated time clock.

At the end of each pay period,
departmental supervisors reviewed
the time sheets or cards, made cor-

rections, and passed totals to the pay-
roll department. In turn, payroll clerks
re-entered employee hours into the
college administrative payroll system
to prepare the data for bi-weekly pay-
roll. The Human Resources depart-
ment tracked employee benefits and
leave with similar manual methods
and by using spreadsheets.

Employees based in a second cam-
pus in Garden City, Mich., also
processed paper time sheets but had
to have them delivered before the pay
period had closed, hence many time
sheets were estimated for a Monday
deadline.

Indecipherable Information

The manual methods posed many
challenges for the college. “It took our
supervisors more time to decipher the
handwriting on the paper time sheets,
and the scribbled notes indicating
overtime, double-time or premium
pay,” said Jim Polkowski, executive

director of Business Services. "This
was a drain on them each pay period.”
In addition, student employees were
late in tuming in time sheets, or mis-
placed them entirely and relied on
their memory to complete the totals,
Missing startiend times were com-
mon, and it was tedious to frack down
students and part-time workers for the
information. The outdated time clock
punches had 1o be manually tabulated
and corrected, and notes were written
on the back of the cards for overtime
and shift premium time.

Union mandates were also hard to
track for food service, facilities man-
agement and clerical union workers
employed under specific contracts
related to overtime and premium pay
for snow days and other exceptions.
Keeping current with union mandates
was difficult for the payroll depart-
ment. They had to double check that
labor data was accurate for payroll
processing, and totals were applied to

the comect budget center.

Scheduling Challenges

Scheduling was also problematic in
past years. “Essentially, each depart-
ment acted as an independent unit,
with their own method to schedule
hourly workers including handwritten
charts or home-grown spreadsheets,”
explained Polkowski. With the high
tumover of student employees, it was
ahassle to recreate schedule patterns
or keep current employee rosters.

Staffing levels in the childcare center,
for instance, were difficult to monitor
with the manual methods. Child-fo-
caregiver ratio mandates must be
enforced at all times, and with the inef-
ficient scheduling methods, it was pos-
sible to be short-staffed at peak periods.
Employee punctuality in the Children's
Center is critical to ensure eight class-
rooms had the proper coverage each
shift and to monitor attendance.
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