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Human Resources

Timekeeping and Time Reporting Policy

Purpose:

The purpose of the School District’s Time Reporting policy is to provide time reporting requirements for all employees of the School District.

Accurately reporting time worked is the responsibility of every nonexempt employee.  The School District must keep an accurate record of time worked in order to calculate employee pay and benefits.

Participants:

All Employees

Process:

TIME WORKED

Time worked includes all time that an employee is required to be at work for the School District.  Time worked is used to determine overtime pay required for nonexempt employees.  The following provisions are included as time worked:

· Work Away from Assigned Site:  A nonexempt employee shall not be permitted to perform work away from the work site. 

TIME NOT WORKED

Per the Fair Labor Standards Act (FLSA), the School District does not count the following provisions as time worked:

· Paid Leave:  Approved paid absences, including, but not limited to, sick leave, vacation leave, holiday leave, leave under the FMLA, military leave, jury and witness duty, funeral/bereavement leave, professional leave, and civic leave are not counted as time worked.

· Lunch:  Uninterrupted time off for lunch is not counted as time worked.  Lunch is to be taken in the District designated dining area.

TIMEKEEPING

Nonexempt employees must accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.  They must also record the beginning and ending time of any split shift or departure from work for personal or other authorized reasons.  It is the employee’s responsibility to record his or her time worked. The Supervisor for the department will review and approve the time record before submitting it for payroll processing.  In the event of an error in reporting time, the employee must immediately report the error to the Supervisor.

Altering, falsifying or tampering with time records or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment. 

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

