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Remain at the work site, reassigned to other duties/functions and receive the
appropriate compensation; or

Are allowed to go home, utilize vacation leave or other paid leave, and receive the
appropriate compensation and adjustment to leave balance; or

3. Are allowed to go home and take leave without pay.
TIME CLOCK PROCEDURES
. Use of Equipment

1. Every non-exempt employee is required to clock in and out at the beginning and end
of each scheduled workday in order to be compensated for the time worked, unless
otherwise approved under limited circumstances by the employee’s supervisor
(attending an off-site conference/seminar, working at another location).

2. No employee shall attempt to clock in or out for another employee.

3. Tampering with, abuse or misuse of time clocks can result in disciplinary action up to
and including termination.

4. If equipment is not functioning correctly, the employee shall notify their supervisor
immediately. A manual log shall be maintained until the equipment is functioning
properly.

. Work Time Rounding
1. Time clock punches will be calculated as follows:
¢ Employees clocking in/out up to 6 minutes before and after the scheduled work
shift (beginning and end times) will be rounded to the scheduled work shift hours
(beginning and end times).
e Punches outside of this 6-minute window will be calculated as minute for minute.
e Meal break punches will be calculated as minute for minute.
2. No employee shall clock in more than six (6) minutes prior to their shift start time or

clock out more than six (6) minutes after their scheduled shift end time without the
prior authorization of their immediate supervisor. Employees doing so may be
subject to disciplinary action.

Missed Punches/Adjusting Punches

1.

All non-exempt employees are required to clock in and out. Employees who forget
to clock in or out should notify their supervisor and/or department timekeeper via
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email, memo or other method established at the discretion of the Department
Director, of any edits that need to be made to the timecard.

Under no circumstance shall timekeepers, supervisors and/or managers adjust their
own timecard. Corrections shall be made by the department director,
manager/supervisor or the back-up timekeeper.

Employees may be subject to disciplinary action for patterns of missing time clock
punches.



