Employee Time Card Policy
April 11, 2014

All employees shall complete a timesheet in the form required by the Town Manager
with actual time for arrival at work and departure from work, including “clocking in” and
“clocking out” for lunch and non-work activities.

Emergency or on-call work is to be noted on the timesheet as emergency/on-call work,
along with vacation time, holiday, and sick leave. All non-scheduled and overtime hours
are to be approved by the appropriate supervisor in advance.

Each employee is responsible for accurately completing his timesheet and turning it in to
his supervisor the Monday following the end of the two-week time card cycle. Any
timesheets turned in to the supervisor late will not be processed until the following pay
cycle.

Each supervisor is responsible for reviewing the timesheets delivered to him by the
employee and approving them. The supervisor is responsible for maintaining his own
time sheet and for delivering all time sheets for his department to the payroll clerk by 5
P.M. on the Tuesday following the end of the two-week time card cycle.

OTHER THAN SUPERVISORS FOR EMPLOYEES IN HIS DEPARTMENT DUE TO
EXTRAORDINARY CIRCUMSTANCES, NO EMPLOYEE MAY COMPLETE A
TIME SHEET FOR ANOTHER EMPLOYEE.




