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Official Time 

To automate and ensure consistency in the timekeeping process, the biometric timekeeping system and 

associated work records are considered the official record of the work day for all non-exempt employees of 

Keller Independent School District.  Any disputes over actual hours worked or attendance are resolved by 

referring to the official biometric timekeeping records. 

 

Note:  The terms “clock in” and “clock out” refer to the action whereby an employee uses their 5-digit 

employee ID number and index finger or thumb on the biometric time clock.  This process reads the 

employee’s fingerprints and transmits demographic and attendance information to the timekeeping 

database. 

 

All non-exempt employees will use the biometric time clock using the following procedures: 

●​ Demographic information is provided to the timekeeping system by the Human Resource database, 

therefore, all employee names used are the official name on record and nicknames are not 

acceptable. 

●​ It is expected that all full-time non-exempt employees take a 30-minute lunch break in which the 

employee is completely relieved from duty during the middle of the work day.  The employee is not 

required to clock out and clock back in as the timekeeping system automatically deducts 30 minutes 

for a break each day.  (A one-hour break is deducted for Maintenance and Warehouse employees).  

Note:  Supervisors may utilize other non-exempt employees to provide coverage for brief periods of 

time to allow employees an appropriate 30 – minute lunch break.  Any exceptions to scheduling 

30-minute lunch breaks to employees must be requested by supervisors and approved through the 

appropriate cabinet-level supervisor. 

●​ The employee is required to clock out if leaving the work site for personal reasons for any length of 

time and clock back in upon return. 

●​ When attending a required meeting or training at another location, the employee shall remain 

clocked in at their home location. 

●​ In situations such as clock malfunctions, power outages, or neglecting to clock in or out at any time, 

an employee will complete a Missed Punch Log (Attachment 1) using his/her official name on 

record (no nicknames) and 5-digit employee ID number.  This form is to be signed by the employee’s 

immediate supervisor and sent to Payroll by the next business day.  Use one form per missed punch.  

Incomplete forms will not be processed but will be returned to the supervisor. 

●​ Excessive missed punch logs may result in disciplinary action. 

●​ Any disagreements with the official time detail record are reviewed with the employee’s supervisor, 

who will authorize any changes to the timekeeping data. 

 

Daily Attendance for Non-Exempt Monthly Employees 

All non-exempt monthly employees are required to use the biometric time clock for attendance tracking.  

Employees will continue to be paid 1/12 of his/her annual salary on a monthly basis.  All positions listed on 

the Paraprofessional Salary Schedule are included under this section of the Administrative Regulation as well 

as some positions on the Operational Support Salary Schedule.  The list includes, but is not limited to, the 

following job titles: 
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●​ Attendance Clerk 

●​ Bookkeeper 

●​ Campus Registrar 

●​ Campus Secretary 

●​ Central Administration Paraprofessionals 

●​ Computer Technician 

●​ Counseling Aide & Counseling Assistant 

●​ Data Entry Clerk 

 

●​ Educational Aide, e.g., PK Aide, Bilingual 

Aide, Resource Aide, etc. 

●​ Food Service Manager & Assistant Manager 

●​ Library Aide 

●​ Office Aide I & II 

●​ Receptionist 

●​ Systems Administrator 

 

 

 

 

 

Daily Attendance for Non-Exempt Bi-Weekly Employees 

All non-exempt bi-weekly employees are required to use the biometric time clock for attendance tracking 

and payroll calculation.  Bi-weekly payroll checks are generated by the time recorded in the timekeeping 

system.  If an employee does not clock in correctly, his/her bi-weekly payroll check will calculate 

incorrectly.  Time sheets are accepted for new employees during their first two weeks of employment only.  

The following employees are paid on a bi-weekly basis: 

 

 

●​ Custodians 

●​ Food Service Specialist/Cook 

●​ Maintenance employee 

●​ Natatorium Support employee 

●​ Crossing Guard 

●​ Lunch Room Monitor 

●​ Seasonal employee 

●​ Substitute employee 

●​ Warehouse employee 

 

 

Tampering with Equipment 

Employees are responsible for clocking in their own time.  Tampering with any timekeeping equipment, 

interfering with the use of time clocks, attempting to clock-in for another employee, or any inappropriate 

use of the timekeeping system is considered a serious offense and may result in disciplinary action. 

 

Overtime Compensation/Compensatory Time  

The District compensates overtime for non-exempt employees in accordance with federal wage and hour 

laws.  Only non-exempt employees are eligible for overtime compensation.  Non-exempt employees are not 

authorized to work beyond their normal work schedule without prior approval from his/her supervisor.  

Therefore, failure to obtain supervisory approval for the following occurrences may result in disciplinary 

action:  

●​ Reporting to work before or after the scheduled starting time 

●​ Leaving before or working longer than the end of the scheduled work day 
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Keller ISD grants non-exempt monthly employees straight compensatory time (1 hour granted for each 1 

hour worked) for any time worked over a standard work week, up to 40 hours per week.  Overtime is 

defined as any time worked in excess of 40 hours in a work week.  Non-exempt employees receive 

compensatory time for approved overtime at a rate of 1.5 hours for each 1 hour worked: 

 

 

 

* ​If a day is designated on an individual employee’s calendar as a non-work day, the standard work week 

then equals the actual number of hours scheduled to work.   

 

Non-exempt monthly employees may accrue up to 60 hours of compensatory time, which may be used in 

accordance with the District’s leave policies and with the approval of his/her supervisor.  Any accrued 

compensatory time balance remaining on July 31
st
 will be paid to the employee prior to the end of the fiscal 

year in accordance with policy.  [See:  KISD’s Board Policy, Section DEA (local) which explains the District 

rules for salaries and wages.] 

 

For bi-weekly employees, the biometric timekeeping system tracks attendance and generates payroll checks 

based on the time recorded.  This includes approved overtime compensation paid at time and a half 

multiplied by the hourly rate for all hours worked in excess of 40 during the work week. 

 

Attendance Processing Responsibilities 

●​ All absences, scheduled and unscheduled, are documented on an Absentee and Substitute Report.  

Completed forms are approved by the employee’s supervisor and sent to Payroll to update the 

timekeeping attendance record and the attendance history in the Human Resource database.  [See:  

KISD’s Board Policy, Section DEC (local) which explains the District rules for Leaves and Absences.] 

●​ Absentee and substitute reports for monthly employees must be received in Payroll by the 15
th
 of 

each month to be processed for the upcoming payroll cycle. 

●​ Time sheets for non-exempt monthly employees are printed from the timekeeping system by the 

campus/department designee at the end of each month.  Time sheets are signed by the employee 

and approved and signed by the appropriate supervisor.  It is the responsibility of each 

campus/department designee to maintain all time sheets for non-exempt employees on the campus 

for a period of four (4) years. 

●​ Time sheets for non-exempt bi-weekly employees are printed from the timekeeping system by the 

department designee at the end of each week and reviewed by the immediate supervisor.  Missed 

punch logs and absentee and substitute reports must be submitted to Payroll by the Tuesday 

following the end of the pay period in order to be processed for the upcoming payroll cycle.  Forms 
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received after the deadline may result in the employee receiving an incorrect check.  Any necessary 

corrections will be applied to the following payroll cycle. 

 

For reference, bi-weekly and monthly payroll schedules are provided on the Payroll web site on K-Connect. 

 

Substitutes 

All substitutes will use the biometric time clock and sign an absentee and substitute report when filing in 

for an absent teacher or aide for either a half-day or a full-day. 
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