Accurate Time Training
1. Accurate Time Reporting

1.1 Menu

Accurate Time Reporting

Training

Click on the buttons above to
complete the course.



2. Course Introduction

2.1 Navigation Bar

Course Introduction

Navigating this eLearning course:

The buttons you need to navigate the course are located at the bottom of the
screen. Click on the markers below to learn more about each part of the
navigation bar.
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2.2 Audio

Course Introduction




2.3 Course Introduction

Course Introduction




2.4 Employee Responsibilities

Employee
Responsibilities



2.5 Supervisor Responsibilities

Supervisor
Responsibilities



3. Work Schedule

3.1 Work Schedules

Work Schedules



3.2 Work Schedules

Work
Schedules



3.3 Work Schedules

Work
Schedules



4. Breaks

4.1 Meal Period

Meal Period

Meal Periods
The length of the meal period,
usually a lunch break in state
government, is set by the
supervisor and at least 30
minutes long.



4.2 Meal Period

Meal Period

Per KRS 337.355:

Employers will grant their employees a reasonable
period for lunch, as close to the middle of the employee's
scheduled work shift as possible. An employee will not
be required to take a lunch sooner than three (3) hours
after the work shift begins, and no more than five (5)
hours from the time the work shift begins.



4.3 Meal Period

Meal Period

A meal period may be scheduled
outside the 3 to 5 hour window
upon request from the employee
and approval by the supervisor.



4.4 Meal Period

Meal Period

The meal period is unpaid as long as the employee
does not perform work during this time.

If it is necessary for an employee to work through
the regularly scheduled meal period, it must be
with supervisor approval and the employee must
be compensated for the time worked, or the
schedule may be adjusted. The elimination of a
meal period should not be a part of an employee's
regular work schedule.



4.5 Meal Period

Meal Period

The meal period should not be
scheduled at the beginning or end
of the day to enable the employee
to arrive late or leave early as part
of the regular schedule.



4.6 Meal Period

Meal Period

If an employee works through a
meal period without prior
approval, they WILL be
compensated for their time
worked. However, the supervisor
should address the policy with the
employee through a corrective or
disciplinary action.



4.8 Door1

Rest Breaks

litting employees to take two 15 minute breaks;
- one mid- morning & one mid-afternoon. The two -
breaks are in addtion to the lunch break.
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4.9 Door2

Rest Breaks

Rest breaks are not to be taken
adjacent to a lunch period in order to
extend the lunch period, or at the
beginning and/or ending of the day in

order to permit the employee to report
later or leave earlier.




5. Leave

5.1 Leave

Leave

An employee is required to
request, and receive approval, in
advance for all leave with the
exception of emergency sick
leave.



5.2 Leave

Leave




5.3 Leave

Leave



5.4 Leave

A supervisor may require an
employee to provide medical
certification to receive approved
sick leave.



5.5 Authorized Leave without Pay

Authorized
Leave
without Pay



5.6 Authorized Leave without Pay

Authorized Leave without Pay



5.7 Authorized Leave without Pay

Authorized Leave without Pay



5.8 Unauthorized Leave

Unauthorized Leave

Unauthorized leave is an absence for which the employee does
not have prior approval or does not provide proper notice.
(101 KAR 2:102 Section 9)

Examples of Unauthorized Leave:

e Tardiness, i.e., late arrival to the workstation.

» Excessive time for breaks.

e Late return from lunch or meal period.

 Failure to report for all or part of a scheduled work day.

o Failure to provide medical certification to verify the need for
unscheduled sick leave, after being notified of the
requirement to do so.



5.9 Unauthorized Leave

Unauthorized Leave



6. Time Reporting

6.1 Employee Time Reporting

Employee Time Reporting

Time sheets must accurately reflect hours
worked and leave used.

No Black Booking of time.
Black Booking- Is keeping a separate

accounting or book of hours worked to avoid
reporting overtime.



6.2 Employee Time Reporting

Employee Time Reporting

Black Booking Example:

An employee works two additional hours
on Thursday but does not claim the time
on the time sheet. On Friday, the
employee leaves two hours early but claims
all regular hours for their work day.



6.3 Employee Time Reporting

Employee Time
Reporting



6.4 Compensatory Time & Overtime

Compensatory Time &
Overtime



6.5 Compensatory Time & Overtime

Compensatory Time &
Overtime



6.6 Compensatory Time & Overtime

Compensatory Time &

Overtime

The supervisor may adjust an employee’s schedule
within the same workweek to avoid the acerual of
overtime. This would be an official work schedule
change for that week.

Example: An employee, who stays 2 hours late to
meet a deadline on Wednesday, may be directed to
come in 2 hours late or leave 2 hours early on
Friday, to keep the hours worked below 40.

7. Course Review

7.1 A supervisor may alter the schedule of an employee to meet a business

need.

(True/False, 10 points, 1 attempt permitted)



A supervisor may alter the schedule of an emplovee to meet a business
need.

® o

False

X True

False

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

You did not select the correct response. A supervisor may alter an employee's schedule to meet

a business need.



7.2 The length of the meal period must be at least 30 minutes and is set by

the supervisor.

(True/False, 10 points, 1 attempt permitted)

The length of the meal period must be at least 30 minutes and is set by the
supervisor.

' False

Feedback when correct:
That's right! You selected the correct response.

Feedback when incorrect:



You did not select the correct response. The meal period must be at least 30 minutes long and

is set by the supervisor.

7.3 If an employee checks their state email frequently and responds

during their meal period should they be paid?

(True/False, 10 points, 1 attempt permitted)

If an employee checks their state email frequently and responds during
their meal period should they be paid?

@) Yes

No

Feedback when correct:



That's right! You selected the correct response.
Feedback when incorrect:

You did not select the correct response. Meal periods are only unpaid if you do not perform

work during that time.

7.4 An employee who chooses not to take a 15 minute break will receive

additional compensation.

(True/False, 10 points, 1 attempt permitted)

An employee who chooses not to take a 15 minute break will receive
additional compensation.

®) False

True

X False




Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

You did not select the correct response. You will not receive additional compensation for

voluntarily working through the break.

7.5 Unauthorized leave is grounds for denial of use of paid leave and

corrective or disciplinary action.

(True/False, 10 points, 1 attempt permitted)

Unauthorized leave is grounds for denial of use of paid leave and corrective
or disciplinary action.

) False




X True

False

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

You did not select the correct response. Unauthorized leave is grounds for denial of use of paid

leave and corrective or disciplinary action.

7.6 The timesheet is a legally binding document and should accurately

reflect the time you work each day.

(True/False, 10 points, 1 attempt permitted)




The timesheet is a legally binding document and should accurately reflect
the time you work each day.

' False

N

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

You did not select the correct response. The timesheet is a legally binding document.



7.7 Questions

Questions

e Talk with your supervisor about questions
you have about time and attendance
procedures specific to your workstation.

e Additional information may be
found in the Employee Handbook.

e Kentucky Administrative Regulations
relating to Personnel may be found at:
http://Irc.ky.gov/kar/TITLEI01.HTM

7.8 Results Slide

(Results Slide, 0 points, 1 attempt permitted)



Thank you.

Click on the acknowledgement form
button. Print and sign the form and turn
it in to your supervisor.

Acknowledgement Form




