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	DHRM TAL Project
	Agency Questionnaire



Directions:
Provide responses to Part 1 & 2 below and e-mail this updated document to the following:
1) Leonard.Nottingham@dhrm.virginia.gov
2) Diane.Anderson@dhrm.virginia.gov 
Part 1 – Contact Information and Current Systems Used
	Item
	Agency Response
	Description

	Agency Number
	 
	Enter 3 digit agency code

	Agency
	 
	Enter agency abbreviation

	Agency TAL Decision Maker 
(name, phone, e-mail)
	 
	Enter the person who is responsible for determining whether the agency will adopt TAL and for committing agency resources to prepare for this adoption.

	Agency Point of Contact for TAL 
(name, phone, e-mail)
	 
	Enter the person who will be the lead for / coordinate TAL efforts at your agency.  This is the person who DHRM should include / involve on all TAL communications with the agency.

	HR Director
(name, phone, e-mail)
	 
	 

	TAL Operations Staff that can be contacted
(name, phone, e-mail)
	 
	 

	Payroll Contact
(name, phone, e-mail)
	 
	 

	Contact for agency work schedules
(name, phone, e-mail)
	 
	Enter the person who can advise of the different kinds of schedules that agency personnel work and provide examples of schedules.

	Contact for agency timesheets
(name, phone, e-mail)
	 
	Enter the person who can provide sample timesheets if needed and explain entries on those sheets.

	Contact for agency pay periods
(name, phone, e-mail)
	 
	Enter the person who can advise on the pay periods within your agency.

	Contact for agency pay practices (shift differentials, on-call, supplemental pays, etc.)
(name, phone, e-mail)
	 
	 

	Contact for agency holiday calendars
(name, phone, e-mail)
	 
	Enter the person who can provide the holiday calendars for your agency.

	Does your agency use PMIS for salaried, classified employees?
	 
	 

	Does your agency use PMIS for wage employees?
	 
	 

	Does your agency use CIPPS for payroll processing?
	 
	 

	Does your agency use CIPPS-Leave for Leave Processing?
	 
	 

	Does your agency adhere to the DHRM leave program for state classified employees?
	 
	 





Part 2 – Additional Questions
	1) List all types of work schedules that your agency uses (e.g., weekly, 28-day, 8-and-80, other).  Include and indentify any possible upcoming changes that your agency may be considering.  

	

	2) Does your agency allow alternate schedules?  If yes, please describe those schedules.

	

	3) List all pay period frequencies (weekly, bi-weekly, semi-monthly, monthly) and their associated employee groups (exempts, non-exempts, hourlies) that your agency uses.  Include and indentify any possible upcoming changes that your agency may be considering.

	

	4) List all shifts (8-hour shifts, 10 hour shifts, 12-hour shifts, etc.) and the groups of employees that use these shifts.  Indicate whether your agency uses rotating shifts.  Include and indentify any possible upcoming changes that your agency may be considering.

	

	5) For how many distinct groupings is your agency currently reporting/reviewing TAL data?  (A “grouping” in your agency may represent a branch office, sub-agency, district, etc.)

	

	6) Does your agency pay shift differentials or other supplements that are dependent upon the time of day or shift assignment for payment?  For example, does your agency pay shift differentials for evening and night shifts and all weekend shifts?  If yes, identify all affected groups of employees?

	

	7)  Does your agency pay for on-call duty?  For which employees does this apply and is the pay based on the actual times spent on on-call duty?  Does your agency compensate employees for waiting to be called to duty?

	

	8)  Does your agency pay a minimum rate for call-backs?  For example, if the employee is “on-call” and called back to work for 15 minutes, do you pay a minimum of two hours of the employee’s hourly rate….plus hour-for-hour thereafter if the employee must work longer than two hours?  Or some variation of this scenario?  If so, please describe and note for which employee groups this is done.
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