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1.1 To ensure accurate records of employee's working hours meet the requirements of 

applicable laws and to support and uphold the Nation's Personnel Policies and 

Procedures. 

1.2 To provide rules of compensation for special circumstances: 

1.2.1 Insufficient personal or vacation time 

1.2.2 Travel time 

1.2.3 Training time 

1.2.4 Jury duty 

2.0 DEFINITIONS 

2.1 Area Manager: An employee's supervisor's supervisor or, in other words, two 

levels of supervision in the chain of command above the employee, or, an 

individual designated to be the Area Manager by a General Manager level 

position. 

2.2 Authorized Designee: A person determined by the supervisor to perform assigned 

duties in their absence. 

2.3 Break: An approved, scheduled recess in regular work duties. 

2.4 Clock In/Out: Recording the start/end of work for non-exempt employees. 

2.5 Comp Time: Banking of hours worked in excess of 40 hours within a work week 

in lieu of paying a non-exempt employee overtime. (Such as an employee 

working 50 hours one week, being paid for 40, working 30 hours the next week 

and being paid for 40. This practice is illega[). 
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