
 

 

 

Time Clock Guidelines for Non-Exempt Employees 

 

I. INTRODUCTION 
 
Princeton ISD uses an electronic time keeping system called TimeClock Plus. The electronic time keeping 
system will allow employees to accurately keep track of hours worked. It will also allow the district to 
efficiently process time for payroll purposes. In order for the system to work to its fullest potential, we are 
asking all non-exempt employees to follow the following guidelines:  

 
II. OFFICIAL TIME OF RECORD 

 
The TimeClock Plus electronic time keeping system records will become the official basis for recording hours 
worked for non-exempt employees of PISD. Each employee is required to review and verify actual hours 
worked by Monday morning for the previous week and supervisors/ designee will be required to submit to 
payroll for processing by noon each Monday. It is best for any corrections to be made before timesheets are 
submitted to payroll. Once payroll receives timesheets and shall any disputes over actual hours worked or 
attendance arise, corrections will be resolved within 1 to 2 pay periods after submission of the TimeClock 
Correction Form has been turned in to the payroll department. 

 
III. DAILY CLOCK IN/OUT REQUIREMENTS 

 
All non-exempt employees will be required to “clock in” at the beginning of their work day and “clock out” 
at the end of their work day at their respective locations. Lunch breaks will also require clocking in and out. 
Each employee is able to make corrections to their timesheets by logging into their TimeClock Plus 
Dashboard and selecting the “Manage Time Sheet”. However, missing a clock in/out requires a detailed note 
as to the reason for the missed clock in/out. 
 
Other requirements and guidelines include: 
 
➢ Employees should NOT clock in earlier than 10 minutes before their scheduled start time (unless 

approved by their supervisor).  
➢ Employees should not clock out before their scheduled time (unless approved by their supervisor). 
➢ Princeton ISD will follow the “De Minimis Rule”, anytime an employee clocks in/out within 10 minutes of 

their scheduled time will be rounded.  
 

IV. FALSIFACTION, TAMPERING AND UNAUTHORIZED VIEWING 
 

The following actions are considered a violation and could result in immediate disciplinary action including 
possible termination.  
 
➢ Any attempt to tamper with timekeeping hardware or software. 
➢ Clocking in/out for an absent or late employee. 
➢ Interfering or unauthorized viewing of another employee’s time in TimeClock Plus. 
 
The supervisor will review the specific details of any and all infractions and develop an appropriate 
response. 
 
 
 

 



V. CLOCK PROBLEMS 
 
The employee is responsible for correcting the timesheet if they are unable to clock in/out because of a time 
clock malfunction or accidental oversight. Each campus has a designated secretary that can help make 
corrections with detailed notations. 
 

VI. UNREPORTED HOURS 
 

Intentional or careless working off the clock is prohibited. Employees are required to clock in before 
performing any work. Employees are prohibited to clock out and continue to work. Forgetting to clock 
in/out is not a legitimate reason for working off the clock. Employees must have supervisor approval to work 
over scheduled hours.  
 

VII. PROCESSING OF ELECTRONIC TIME REPORTS 
 

The payroll office will import timesheets on a weekly basis. Employees must submit their timesheets to their 
supervisor no later than noon each Monday for the previous week of time worked. Each supervisor or 
designee will review and submit to payroll for processing.   
 

VIII. OVERTIME/COMP TIME 
 

Overtime or comp time should always be authorized in advance by a supervisor. Overtime or comp time will 
be calculated based on the actual hours recorded and credited to the employee, as measured by TimeClock 
Plus. Overtime is anything over 40 hours of actual hours worked. E.g., taking a personal full day off (8 hours) 
on Monday and working Tuesday – Friday that totals 42 hours, would not qualify as overtime, as the actual 
physical hours worked would be 34 hours.  

 
IX. DOCK PAY 

 
A non-exempt employee shall be docked for hours/days missed when all available local, state days, 
compensatory time, etc. have been exhausted. Employees employed over 226 days will accrue 1 vacation 
day during the school year (September- June) 

 
X. ABSENCES FROM DUTY 
 

TimeClock Plus is an electronic timekeeping system and as such it does not remove the need for employees 
to submit leave requests for days missed through SmartFind Express.  

 
XI. DEFINITIONS 

 
Non-exempt employees are determined by FSLA (Fair Labor Standards Act) and include the following 
positions: 
 

• Paras/Aides 

• Clerks/PEIMS/Secretaries 

• Cafeteria workers, lunch monitors, and managers 

• Maintenance/ Custodians 

• Bus Drivers and bus monitors/aides 

• Technicians 

• Daycare employees 

• Crossing guard 
 


