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I.
PURPOSE

To assure compliance with the timekeeping requirements set forth by the Wage and Hour Division of the Civil Rights Commission.

II.
SCOPE

This policy applies to all paid employees of the HFD.

III.
POLICY

In order to maintain accurate time records, all employees are required to complete an individual timesheet on a bi-weekly basis.

IV.
GUIDELINES

A.
Timesheets cover a two-week period but shall be completed at the end of each workday.

B.
Fractions of hours worked shall be rounded to the nearest 15 minute increment.

C.
Employees are not permitted to sign in or begin work before their normal starting time or to stop work after their normal ending time without their supervisor’s prior approval. 

D.
In the event of off-duty callbacks, employees shall be paid a minimum of one-half hour per call.  For any time beyond the first half hour, actual time worked shall be paid.

E.
Time for attendance at drills and required meetings shall be recorded and paid based upon actual time of attendance, with a one-half hour minimum.

F.
For purposes of attending job-related classes, time will be paid as follows:

1.
If attendance is required by the District, all time in class shall be paid.

2.
If attendance is voluntary, and with prior approval from the Fire Chief, the time shall be charged to vacation or may be taken as time off without pay or shift trade.

3.
Timekeeping shall be handled with careful attention to accuracy; falsification of any time record is prohibited and may be grounds for disciplinary action, up to and including dismissal.
4.
Those employees who are exempt (according to the Fair Labor Standards Act) are not required to record daily hours, but shall submit a timesheet for any pay period in which there are exceptions to the regular salary (i.e., holiday, paid time off, jury duty).
V.
PROCEDURE FOR TIMESHEET COMPLETION

A. Non-exempt support personnel shall record their starting time, time out for lunch (or other non-work time), time in from lunch, ending time and total hours worked for each workday.  Operations personnel are not required to record meal breaks as such time is considered part of their total hours worked.
B. Any absence from regularly scheduled work shall be explained on the timesheet (i.e., vacation, sick leave, jury duty).
C. Authorized overtime shall be identified and authorized by the supervisor on the timesheet.
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