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POLICIES GOVERNING EMPLOYEE USAGE OF ACCUTIME


			





You are responsible for routinely using AccuTime to record your attendance.  You should clock in when you begin work and clock out as you go home. Your supervisor will advise you of how and when to use the system for canceling the automatic lunch deduction, for returning from call, for changing cost centers, and for clocking in and out for lunch if your department requires you to do so.





You must inform your supervisor as soon as possible if you fail to record an “in”, “out” or other required action in AccuTime.  You should use the UAMS Leave or Clocking Exception Request Form (an example is shown on the other side).





You must inform your supervisor and complete the UAMS Leave or Clocking Exception Request Form if you want to be paid vacation, holiday, sick, comp time, jury, funeral, or any other type of paid non-working time.





You should report any underpayment on your check to your supervisor.  If this underpayment was caused by your failure to use AccuTime properly or by your failure to inform your supervisor of exceptions or leave time, UAMS will delay the underpayment until the next regular payroll cycle. If the underpayment is not your fault (such as an error of a supervisor, timekeeper, payroll, or computer), UAMS may issue a “fast pay” check, in accordance with general payroll practice.





You may be subject to counseling, retraining, or progressive disciplinary action if you repeatedly neglect to follow these policies and take responsibility for the accuracy of your own time.  Your supervisor and departmental timekeeper are not required to discover unreported hours-to-be paid or to correct your time records without your participation.





You may be terminated immediately if you record time for another employee, clock from an unauthorized location, or change or falsify time records.





These policies are intended to supplement those found in the Employee Handbook and Administrative Guide and are subject to change or modification.





I have read these policies and agree to abide by them.








____________________________________________		__________________________


                      (Employee signature)				              (date)
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