CHAPTER 5: COMPENSATION

5.11 Timekeeping Policy

All non-exempt employees are required to record their exact hours of work by clocking in and
clocking out on the time-clock system. After the employee completes their timesheet for the work
period, they should check it carefully to ensure it is accurate. Then the employee will approve
their time if the total hours shown are correct and accurate to their understanding. If the employee
feels the hours recorded are incorrect, then they should not approve their time until it has been
corrected by their supervisor. Employees shall never approve anyone else's time and never allow
anyone else to approve theirs, other than their supervisor. Likewise, employees shall never clock
in for anyone else and never allow anyone else to clock in for them, other than their
supervisor. Any of these occurrences are grounds for disciplinary action, up to and including
dismissal. All time must be approved by both the employee and his or her supervisor before being
processed by payroll. In the event the employee and supervisor do not agree they shall meet with
HR to resolve any issues.

All exempt employees must clock in at the start of any day worked and clock out at the end of the
day worked. Deductions from pay are allowed according to the Fair Labor Standards Act:

e When an employee is absent from work for one or more full days for personal reasons other
than sickness or disability.

o For absences of one or more full days due to sickness or disability if the deduction is made
in accordance with the Cities sick leave policy.

o In the employee's initial or terminal week of employment if the employee does not work
the full week.

o For unpaid leave taken by the employee under the Federal Family and Medical Leave Act.

The documentation of time worked for exempt employees aids in the tracking of employee leave
and provides written documentation needed for the Annual Comprehensive Financial Report.

It is imperative that all employees verify their time to help avoid subsequent corrections. The
supervisor or Department Head is responsible for verifying that the employee’s submitted hours
are in compliance with the overtime and compensatory time guidelines. If there are any corrections
to be made, they will be taken care of during the following pay period. Finance will download all
hours worked no later than the Monday before payroll by 10 AM.


https://webapps.dol.gov/elaws/whd/flsa/overtime/cr10.htm
https://webapps.dol.gov/elaws/whd/flsa/overtime/cr9.htm
https://webapps.dol.gov/elaws/whd/flsa/overtime/cr3.htm

