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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Recording Work Hours

Each non-exempt employee is required to maintain a complete record of all hours worked.  Hours worked includes work performed on premises, off the premises or at home. Upon hire, you will be shown how to record your hours in our timekeeping system.  You are expected to record all of your hours worked, including when you start and end work every day as well as for your lunch break.  Please record all of the hours you have worked.  Your supervisor will sign and approve your timecard at the end of each pay period.  Altering, falsifying, tampering with time records, or clocking in/out for another employee may result in corrective action, up to and including termination of employment. 
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