Time Clock Frequently Asked Questions


NOTE:  This document is designed to help answer questions that have arisen relating to the interpretation/implementation of the district’s time clock procedures and should be read in conjunction with those procedures.  This document will be updated periodically as deemed necessary.  Please feel free to provide suggestions for issues needing to be covered.  

1. What is the definition of a workweek?  A workweek is any consecutive period of 168 hours (7 days times 24 hours per day) established by an employer.  For the Jefferson City School District, the workweek begins at 12:01 a.m. on Sunday and ends at 12:00 p.m. (midnight) on Saturday.
2. When is overtime/comp time earned?  Overtime/comp time is earned when the hours actually worked for the workweek exceed 40 hours.  Hours worked do not include sick leave, vacation, holiday or other time off.  For example, if Monday is a holiday, the employee must actually work more than 40 hours (excluding Monday’s holiday hours) to qualify for overtime/comp time at the rate of one and one-half times the normal rate.  Extra hours worked between 32 (40 hour workweek minus 8 hours for the holiday) and 40 will be paid at the normal hourly rate.  Extra hours worked but not considered overtime will show up as EXP at the bottom of the employee time card. 
3. Must my supervisor approve overtime/comp time ahead of the hours being worked?  Yes.  Overtime/comp time must be approved prior to the hours being worked except in emergency situations, and must be documented on your Time Detail Report.  Overtime/comp time should be discussed with the supervisor and approval may be verbal or in writing at that time.  Employees and supervisors should ensure that overtime/comp time hours are necessary to get a job done and that they are not earned merely because an employee clocked in early from lunch or got to work early in the morning, etc. The reason for time worked over is to be documented on your Time Detail Report and signed by the Supervisor.
4. Is it a problem if I clock in early when I return from lunch?  Employees should only clock back in when they are starting to work.  Overtime is required to be pre-approved in writing or through discussion with the supervisor.  If you clock in early, you will be expected to leave early or come in late some time during the same workweek to make sure the total time worked matches your schedule.  There are times when clocking in early is unavoidable, and as long as it is not a regular practice, it should not be a problem.
5. What is the difference between overtime and comp time?  Overtime relates to hours that will be paid and comp time relates to hours that an employee will take off.

6. How is overtime paid?  An employee, who chooses to be paid for overtime, will be paid at one and one-half times their hourly rate for all hours “worked” in excess of 40 hours in a workweek.  If an employee has taken leave or there is a holiday in the week, the overtime will be paid at straight time until the actual hours “worked” for the week reaches 40.  Overtime hours worked in one month are paid with the following month’s regularly-scheduled payroll.   Thus, an employee who works overtime in February will be paid for those hours with the March payroll.
7. How much comp time can I accumulate?  Comp time accrues at the rate of one and one-half times the number of extra hours worked for all hours “worked” in excess of 40 in any given workweek.  Employees can accumulate up to 160 actual hours, which is the equivalent of 240 comp time hours.

8. When may comp time be taken?  The time off should be taken as soon as practical (preferably within the month earned, if possible) without causing an undue burden on other employees.  
9. What form do I use to request to use accrued comp time?  The Time Detail Report should be filled out to account for the time you are scheduled to work.  If you missed time during a week, you can use comp time or other appropriate leave to complete your work schedule.  
10. Are there any limitations on how much time can be made up? (i.e., Can Monday be taken off and two extra hours worked each day the rest of the week?)  Each employee has a schedule that they are expected to work.  The only function of the time clock system is to account for the actual time worked.  As long as the hours of work scheduled for a specific week are worked within that workweek, the time clock system does not care.  It is up to your supervisor to approve modifications to your schedule.  
11. Am I allowed to work through lunch and leave early?  The time clock system is designed to collect time worked.  It is up to each supervisor to determine the appropriate schedules to ensure proper coverage.  It is recommended that everyone take some time in the middle of their shift to refresh.  Employees are encouraged to work their scheduled hours as much as possible and keep schedule changes to a minimum.  Maintaining regularly scheduled hours helps with normal work flow and staff morale.
12. What happens if I forget to clock in or out?  If you forgot to clock in on time, clock in as soon as possible.  Anytime an adjustment is needed, you will need to document the reason and request that adjustment when you complete your Time Detail Report. 
13. What if I have to work part of my lunch (i.e., I’m a custodian and a student gets sick in the classroom or I’m a building secretary and I’m on the telephone with a parent when my lunch time starts)?  You are required to have your time counted when you are working.  It is understood that staff may occasionally have to work through part of their lunch.  You need to document this time on your Time Detail Report and try to get your lunch time off. 
14. What should I do when we are released early for inclement weather?  On early release days, employees should clock out when they leave the building for the day.  The shortened hours will be accounted for through an adjustment by the building secretary. 
15. What happens if I take off on a day when the Superintendent allows for an early release or shortened day? You will be charged a full scheduled day of leave or comp time for the day.
16. What happens when I work more hours than specified on an early release day? No EXP or OVT is earned until you have physically worked over your scheduled hours for the week. If your scheduled hours for the day are 7:30 – 4:30 pm with an hour lunch (8hrs) and the Superintendent announces that the hours for that day are to be 8am- 3pm with a half hour lunch (6.5hrs), you should work 8 to 3pm with a half hour lunch.  An adjustment of 1.5 hrs REG time will be entered in Kronos to complete the 8 hour day.  If you start earlier and/or stay later than the hours specified by the Superintendent for the day, you will only be credited for the amount of time needed to make your day whole. For example, if you clock in at 7:30 am, take a half hour lunch, and clock out at 3:15 pm, your REG time adjustment will only be .75 hr.
17. What if it is a contracted work day and my supervisor approves for me not to work it or for me to leave early? If you take off on a contracted work day, the time must be accounted for by use of vacation time, district leave or comp time. Under certain circumstances you may be allowed to work back within that same pay period. If you have no comp time or appropriate leave available, your pay will be docked accordingly.
18. If I take leave in a week when I work  over my schedule on another day, how is that handled?  The time worked over is flexed out before any leave is taken. Example: If you are scheduled to work 8 hours on Monday but you are sick that day, then you worked 2 hours over on Thursday, the 2 hours is applied towards the 8 hours missed on Monday and 6 hrs of sick leave for the time missed is applied; there is no EXP time earned.
19. How will the hours worked for parent-teacher conferences be handled?  Employees should clock in and out for Parent Teachers Conferences. The hours worked the evenings of the parent-teacher conferences will show in the Kronos system and will be moved to comp time to be applied on Staff Compensation Day.  If you are unable to work the parent-teacher conferences and were absent that day, up to 4 hours of leave (district leave or sick leave) in addition to the time missed for your normal scheduled day will be entered into the system and the resulting EXP time moved to comp. If you have a sufficient amount of accrued comp time to cover the Parent Teachers Conference and your supervisor approves for you use that instead of working Parent/Teachers Conference, no comp time is moved until Staff Compensation Day. The employee is responsible for making sure that they keep enough comp to cover the earned day off. If there is not a sufficient amount of comp time available to cover the Staff Compensation Day, the employee will be docked for the difference on Staff Compensation Day.
20. What are my options if the finger scanner doesn’t work?  You may clock in on the time clock computer using your employee ID number.  If you did not receive your employee ID number along with some brief instructions, please let your building manager know. 
21. What happens if I type in my password wrong?   If your password is typed incorrectly, you will see the following message on your screen: “An incorrect user name or password was entered. Please try again.”  The system will allow you to enter your user name and password again.

22. What should I do if my computer won’t connect me to Kronos and I can’t get logged on timely?  If you are having problems with the time clock computer, please let your building secretary know so they can contact the appropriate district staff for resolution.  You will also need to document your arrival/departure time on your Time Detail Report for the week.  Then the appropriate time can be entered in the system so you are given credit for the actual hours worked.
23. What do I do if someone provides me with their userid and password and asks me to clock them in or out?  This should be reported to your supervisor immediately.  This person would be asking you to commit fraud and if you follow through with the request, you would also be subject to disciplinary actions.
24. Why don’t all staff have to use the time clock system?  The District would prefer not to use time clocks, but the Federal Department of Labor and the Fair Labor Standards Act (FLSA) requires employers to document work time for “non-exempt” employees.  The intention of FLSA is to protect “non-exempt” employees from abuses from their employer.  There is not a simple definition of non-exempt employees.  There are numerous exemptions to FLSA, and unless your position is exempted under the law, you are considered a non-exempt employee.  The positions within the District were reviewed by legal counsel to determine who should be considered exempt and non-exempt and the time clock system was implemented accordingly. 
Jefferson City Public Schools                                Page 1                                                July 2014

