
 Eagle Mountain-Saginaw Independent School District 

True Time Electronic Timekeeping Guidelines 

Overview 
The district has implemented the Skyward True Time electronic timekeeping system to automate the timekeeping process.  True timekeeping rules under the Fair Labor Standards Act (FLSA) require employers to track all hours worked accurately for non-exempt employees, prohibit working off the clock, and mandate that any time-rounding policies remain completely neutral and fair to the worker over time. 

Official Time 
To ensure consistency of treatment for employees, the data recorded in True Time is considered as the official record of the workday. Any disputes over actual hours worked or attendance will be resolved by referring to the official True Time records.

Daily Clock-in/Clock-out 
It is a job requirement that ALL non-exempt employees MUST “clock-in” in the morning, and “clock-out” at the end of the workday at their assigned work site, unless it is impracticable or impossible to do so. Any exceptions must be authorized by the employees’ supervisor.

Other requirements include: 
· Earliest Clock-In: Employees should clock in no earlier than 7 minutes before their scheduled start time. This helps maintain consistency and prevents unauthorized early clock-ins.
· Supervisor Approval: If an employee needs to clock in earlier than the 7-minute window, they must obtain prior approval from their supervisor.
· Late Arrival: Employees who clock in 7 minutes or later after their scheduled starting time will be marked as late. If there is a legitimate reason approval must be obtained from a supervisor. 
· Clocking Out: Employees should clock out at their scheduled end time unless they have Supervisor approval for overtime or other adjustments.
· Changes to Clock-In/Out Times: Alterations to recorded times are only permitted with an acceptable reason. Common acceptable reasons include system errors or interruptions.

Supervisors play a crucial role in overseeing timekeeping practices. They must:
· Approve any deviations from the standard clock-in and clock-out procedures.
· Ensure that all time adjustments are justified and documented.
· Communicate any changes in policy to their team.

All non-exempt employees leaving campus site for any personal reason during the day must clock out when leaving campus, and clock in when returning to campus. 

Failure To Clock In/Out 
A pattern of failing to clock in and out correctly on a regular basis will result in disciplinary action up to and including termination. 

Rounding Rule 
The True Time timekeeping system works on a 7-minute rounding rule. An employee’s daily total is rounded to the nearest 15-minute interval. 

Falsification or Tampering 
Working prior to clocking in or working after clocking out without the proper approvals will be considered a serious offense, subject to disciplinary action up to and including termination. Employee supervisors should change the timesheet to reflect the hours worked away from an employee’s workstation. (Example: Working at Home). Any attempt to tamper with the timekeeping hardware or software will be considered a serious offense, subject to disciplinary action up to and including termination. Punching in for an absent employee (a.k.a. “buddy punching”) will also be considered a serious offense, with both employees subject to disciplinary action up to and including termination. No employee should be in possession of another employee’s ID at any time. 
Types of Pay 

Regular 
The normal workday for full-time employees is 7.5 hours/day (37.5 hours/week) (except for Custodial, Maintenance, Child Care Providers, Police, and Child Nutrition Managers who work 8 hours/day and 40 hours/week. Bus Driver work 6 hrs./day and 30 hours/week.
 
Hourly employees will be paid for actual hours worked and will receive lunch breaks. Starting and ending times are as specified in each employee’s normal schedule, assigned by the supervisor. Hourly employees are Custodial, Maintenance, Security, and Child Nutrition.

Annualized employees are paraprofessionals, childcare providers, police, transportation, and Child Nutrition Managers. 

Straight time and Over Time (Compensatory time) 
There is a difference between straight time and over time (1.5 times). Most non-exempt employees work a 37.5-hour workweek. Time and a half (1.5 times) is only calculated when an employee works more than 40 hours in a work week. If an employee works 37.5 hours and additional time up to 40 hours but not more than 40 hours, they are compensated at straight time. 

The 2.5 hours between 37.5 and 40 will always be paid at straight time. Time and a half pay do not apply until after the employee has worked over 40 hours/week. Note: This only applies to the total hours accumulated at the end of the week. If by the end of the week, the accumulated time for the week is over 40 hours, Compensatory time/Over time would be earned. If an employee has taken a Sick Day, Personal Day, or District Holiday, the day is not considered as an actual time worked, and 1.5 times will not apply if the end of week total exceeds 40 hours. The employee will receive straight time only. 

Flex Time- if Compensatory time is not available. 
With approval, full-time employees may be permitted on a limited basis to extend their working hours slightly on one or more days during a given workweek. This extra time would offset one or more short workdays within that same week. For example, an employee might be permitted to work additional time on two days to leave 1 hour early on another day in the same week. An employee is not permitted to carry flex time over into the next week. It is the employees’ responsibility to check their timecards to ensure they will not be short at the end of the week, resulting in docked pay. Flex time is to be used with discretion and requires approval in advance. 
Docked Pay- employee has exhausted all compensatory time and leave days. 
If an employee’s accumulated total in a workweek does not meet their expected amount, the employee will be docked for time not worked. 
Docking amounts are calculated on the employee’s base hourly rate. 
If non-exempt employees have used up all their comp time, sick days, personal days, etc., their pay shall be docked for the time missed, based on their hourly pay rate. 

Reporting Absences 

Absences, such as personal, sick or vacation, will be reported through the Skyward Time Off system. All absences must be reported in full and half day increments. Once an absence is approved by the approver in True Time, it will be imported into the timesheet. Employees who earn compensatory time must use compensatory time before using leave days. 

Scheduled Absences 
The following types of absences are to be scheduled and approved in advance: 
Type of Absence Minimum Advance Notice Required 
Vacation As many days in advance as are requested off 
Jury Duty 1 week 
“Non-emergency “Personal Business 5 days 
Official School Business As soon as trip is confirmed 
Scheduled doctor apt., family or personal absence 3 days in advance or as soon as 
Appointment/absence date(s) are known 

Unscheduled Absences 
Some absences cannot be scheduled in advance, such as: 
Employee and Family Illness 
Emergency Personal Business 
Bereavement 
It is the responsibility of all full-time and part-time employees to call in and notify their supervisor if the employee will not be coming in to work as scheduled. It is the responsibility of all full-time employees to report their absence from Skyward Time Off. 

Partial Day Absences – If no Compensatory time is available. 
For half-day or partial day absences, such as leaving during the day due to illness, the employee will be credited or debited for the actual hours worked that day. For example, if an employee worked 5 hours and then went home sick (taking ½, Sick day), the employee would be credited with an extra hour and 15 minutes of time and be paid for this at straight time or given compensatory time. Conversely, if only 3 hours were worked before taking a ½ Sick day, which would give the employee 6.75 hours, the employee would have to make up the time within that workweek or be docked the time they are short. The amount must not exceed 2 hours. For example, if an employee worked 3 or 6.75 hours, the employee cannot call in a full or half day leave day to receive 3 hours of comp time. 

Paydays 
All para-professional employees are paid monthly according to the published district payroll schedule. Custodial, Police, Child Nutrition, Maintenance, Transportation, and part time employees are paid biweekly according to the published district payroll schedule. Employees can access a copy of their pay stubs through Skyward in Employee Access. 

Contracted Calendar Days 
Each EMS-ISD employee is scheduled to work contracted calendar days, such as 235, 220, 217, 205, 197, 193, 192, 187, etc. Non-exempt employees are not to begin work before their contracted start date or work beyond their contracted ending date nor should they alter their calendar days such as exchange days with the intent of working during their scheduled “non-calendar off days.” Now that the district uses an electronic timekeeping system, calendars days can no longer be altered. If a non-exempt employee wishes to take time off during their scheduled calendar days, they must use appropriate Leave time (Compensatory, Personal, Sick, etc.) 




















ACKNOWLEGEMENT OF UNDERSTANDING 
This is to verify that I have received a copy of the EM-S ISD True Time Timekeeping Guidelines. I understand that the document I received contains specific information, rules, and consequences that are extremely important to me and that I must read and complete this form to acknowledge my understanding of District guidelines and practices. I also understand that any changes to District policy or law could cause changes to the content of this document and it is my responsibility to periodically review it on the district’s website for updates and new information. 

If you have questions about any information contained in this document, please contact the EM-S ISD Payroll Department at 817 232 – 0880. 
Employee’s Name (Please print) ________________________________________________________________________________ 
Campus/Department_________________________________ 
Employee’s Signature__________________________ Date_________________________
