The Personnel Committee proposes the following addition to the church Personnel Policies under paragraph 103:

103.7 Time Recording Policy

This Policy applies to Full-Time and Part-Time Hourly employees and their supervisors:
A. For the purpose of determining overtime (See paragraph 103.1G) and for recording time, a workweek is defined as Sunday to Saturday.

B. The Head of Staff serves as the supervisor.  Alternately, a Church Staff Member may be designated by the Head of Staff to serve as the supervisor to perform the duties specified in this policy. For example, the Children's Ministry Position may be designated to sign the Nursery Staff time sheets.

C. It is the responsibility of the supervisor to provide the church time sheet to the employee and insure compliance with this policy.  The time sheet is a paper form for the purpose of recording time worked and maintaining the record of approvals.  Once filled out and approved, these forms  are to be stored in the church files until no longer needed per IRS requirements.

D. It is the responsibility of each full-time and part-time hourly employee to record regular hours, overtime hours, vacation time, holiday time, sick time and other time covered in this policy on the employee’s church time sheet each work day.

E. It is the responsibility of each full-time and part-time hourly employee to complete and sign the employee’s church time sheets at the end of the workweek.  
F. At the end of the workweek, time sheets must be submitted to the employee supervisor for the supervisor’s approval and signature. Employees on vacation or otherwise away from the church at the end of  the workweek must submit the corresponding signed time sheet on the last day they report to work of that workweek (i.e., not upon their return).

G. An explanation must be provided in writing for any changes or modifications made to an employee’s time sheet and the explanation must be initialed by the employee and the supervisor..

H. Once the time sheet is signed by the employee and supervisor, the time sheet becomes the official church record and may not be modified in any way.
I. Following signature by the employee and supervisor, all time sheets must be submitted to the Head of Staff for review, approval and signature. 

J. If, in order to complete payroll on designated paydays (see Paragraph 103.4), the Bookkeeper uses information contained in a timesheet before the end of the workweek, that portion of the timesheet must be signed by the employee and approved by the supervisor and is considered as part of the church records. The Bookkeeper may keep time records in a separate database for calculating pay. Once the Bookkeeper has completed payroll based on time records, those records may not be changed.
K. Once approved by the Head of Staff, time sheets become part of the Church Records and they are to be stored until church financial records for the year have been audited and they no longer needed per IRS requirements. 
L. Any falsification by any Church employee (including the supervisor) of any church time sheet is cause for immediate termination of employment.
