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Human Resources

REGULATIONS ON TIMEKEEPING AND TIME REPORTING

1. General Information

A. A work hour is any hour of the day that is worked and authorized to be worked.

B. The workweek covers seven (7) consecutive days beginning on Monday 12:00 a.m. and ending 11:59 p.m. on Sunday.  The usual workweek period is forty (40) hours.

C. Overtime is defined as hours worked by an hourly or non-exempt employee in the excess of forty (40) hours in a workweek. Overtime must be approved in advance by the supervisor to whom the employee reports; if not, an employee is not authorized to work overtime.  

2. Procedures

Employees will submit their time record weekly. Time records must show all hours worked, vacation time, sick time, and any other approved leave from work that was incurred for the week.

           Time records should not be completed in advance.

3. Responsibilities

A. Each employee is to:

1) Maintain an accurate daily record on his/her time record of hours worked.  All absences from work schedules should be appropriately recorded.  Entries should be made daily.

2) Obtain prior approval for any overtime pay adjustments to be made in the workweek.

3) Sign and submit the completed time record in the format required to the supervisor in the time period required for approval.

B. Each supervisor is responsible for:

1) Ensuring that all employees maintain accurate time records.

2) Providing approval for overtime pay.

3) Approval of time records and submission to Payroll.

C. The Payroll Department will:

1) Ensure that all employees are paid earned wages/salaries on appropriate dates in accordance with federal and state regulations.

2) Distribute paychecks according to the District Payroll Schedule.

3) Verify all leave accrual balances.

4) Post all time and leave charges to employee records.

4. Corrective Action

Employees who are found to have violated this policy shall be subject to disciplinary action. 

A. First time offenders shall be:

1) Counseled to ensure that time reporting requirements are understood.

2) Advised of the consequences of further infractions.

3) Provided with a copy of this policy and acknowledge receipt that it has been communicated and understood.

B. Second time offenders shall:

1) Receive a written warning which will be placed in their personnel file.

2) Be subject to spot checks by his/her supervisor during the 30-day period following the infraction.

3) Be required to attend the next scheduled training session on timekeeping and re-acknowledge understanding of this policy.

C. Third time offenders shall meet with their supervisor to be advised that the infraction will be noted in the employee’s next annual performance evaluation and receive a second written warning in their personnel file.

D. Fourth time offenders shall meet with the Associate Superintendent for Human Resources for possible disciplinary action, including, but not limited to termination.

5. Time Records Manual and/or Electronic

Time records are processed by Finance. By July 1 of each school year, the Payroll Department will provide each employee with an annual schedule indicating pay period ending dates and pay dates for the year.

Every employee (exempt and non-exempt) must record the appropriate department name on the time record.  The employee’s name as printed on his/her social security card must be used on the time record.  

Employees must accurately record the time worked on their time record.  Leave must be listed where indicated.  

The employee and supervisor must sign the time record and submit it according to the established payroll schedule.  Failure of the employee to submit a time record when required or submitting a fraudulent time record may result in disciplinary action. 

6. Supervisors Notification

Employees should notify their supervisor in advance whenever they are unable to report for work, know they will be late, or must leave early.  The notice should include a reason for the absence and an indication of when the employee can be expected to report for work.  If the supervisor is unavailable, notification should be made to the Supervisors designee. 

7. Inclement Weather

If the School District does not declare an emergency closing, employees generally are expected to report for work during inclement weather conditions.  

8. Make Up of Time

Nonexempt employees will not be required to work any period of time before or after scheduled starting or ending times if the result will be that the employee works more than 40 hours during a workweek.  Making up lost time because of tardiness, unauthorized absence, authorized absence, or any other reason will be at the discretion of the Supervisor.

9. Leaving Premises During Working Hours

Employees must obtain permission from their supervisor in order to leave the School District premises during working hours.  In addition, employees who are frequently away from the premises for business reasons should inform their supervisors of their whereabouts during working hours.

10. Disciplinary Action

Unauthorized or excessive absences or tardiness will result in disciplinary action, up to and including termination.  An absence is considered to be unauthorized if the employee has not followed proper notification procedures or the absence has not been properly approved.  Tardiness or early departure from work more than three times in any 60 working day period will be grounds for discipline.

11. Job Abandonment

Employees who are absent from work for three consecutive days without giving proper notice to the School District will be considered as to have abandoned the job or voluntarily “quit.”  At that time, the School District will formally note the termination and advise the employee of the action by licensed courier and/or certified mail to the employee’s last known address.

Timeline:
July to June of Current Year
1. New Mexico Labor Conditions; Payment of Wages Code 50-4-1, Article 4

1

