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An in-house application is
used by  the Québec
Region to determined
available resources for
overtime in the fairest and
most economic way.
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The forms vary from one
region to another.
In some regions,

attendance are recorded
when in some others

absences are recorded
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Daily Unit Overtime
Report forms are

approved by the CCO

In the absence of adequate
training, the completion of

work schedules may be
questionable.

Completion of rosters is
opened to mistakes and

inaccuracies.

Duplication of work was
observed and exact matching

of elements from different
sources is not easily feasible.

Approval of Overtime Reports
is not always evidenced.

With regard to the
assignment of overtime
worked, we could not

determine the prevalent
conditions that justified that
overtime was allocated to an
employee’s first or second

day of rest

In some regions, there is no
systematic management review and

questioning of overtime worked
recorded on the roster and

transcribed on the Overtime Report.

Supervisors fill in the
overtime Reports

indicating time worked,
compensation rate and

overtime codes.

After approval,
when OTMS or OPRS are used,

forms are sent to
Institutional finance

for input into the
Overtime system.
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All Shift Overtime Reports
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Institution Unit
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control measure.
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In some regions,
(Atlantic)

salary rates are
inputted by

Institution staff
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Overtime Report

Overtime Report
Batched

A diskette is prepared
as backup to data

stored on the network.
The diskette is also sent

to the HR Regional
Office
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Starting
Point

OTMS used in
Edmonton, Ontario

and Québec Regions
OPRS used in the
Atlanctic Region

Pay input
documents are

prepared by
Institutional Finance
instead of Pay and

Benefits.
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Pay and Benefits’
independent verification
of pay input documents

is not systematically
ensured

(Atlantic Region)

Batching of pay input
documents does

not occur.
(Atlantic Region)

TO
PAGE 4

When OTMS and OPRS are used,
Pay and Benefits pay what has been

approved without reviewing and
challenging data approved since they do

not have on hand critical information such
as changes to the schedules, and

consequently cannot verify it.
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TO
Employees

Lack of assurance that the
authorized pay transactions

have been properly
actioned. (Atlantic)

Pay and Benefits
do not review payroll registers or

other output reports to ensure that
input transactions were properly

actioned since they do not have this
critical information on hand.

Pay & Benefits and
PWGSC processes


