
Policy Statement
This organization is committed to ensuring accurate timekeeping for all employees. As such, all 

employees are required to clock in and out using the time clock system provided.

Policy Requirements:

All employees are required to clock in and out using the designated time clock system at the beginning 

and end of their shifts, as well as when taking breaks. Employees are responsible for ensuring that 

their time clock punches are accurate. Any discrepancies or errors should be reported to a supervisor 

or manager immediately. 

Employees are not allowed to clock in or out for other employees or to intentionally manipulate the 

time clock system. Any violations of this policy will result in disciplinary action. Supervisors and 

managers are responsible for monitoring and approving employee time clock punches. This 

organization reserves the right to audit employee time clock punches and to make adjustments as 

necessary to ensure compliance with this policy. 

All time clock punches will be considered the o�cial time records for the purpose of calculating 

employee hours worked, overtime, and attendance. Any employee who violates this policy may be 

subject to disciplinary action, up to and including termination of employment.

This policy is subject to change at the discretion of the organization.

Policy Implementation:

Supervisors and managers will be trained on how to monitor and approve employee time clock 

punches. The time clock system will be regularly audited to ensure compliance with this policy. Any 

employee who has a question or concern about this policy should bring it to the attention of their 

supervisor or manager. 

Time Policy Example



This template is just a basic structure, organizations may need to include more sections or specific 

details depending on the company requirements or local laws.

It should be reviewed and updated regularly to ensure that it complies with any applicable laws and 

regulations, as well as the organization's goals and requirements.


