














































MESTA shall use an electronic time tracking system (“Time Clock”) to capture and record all non-exempt employee 

time records.  This allows MESTA as well as the employee to accurately record, track, and report information in 

real time and the employees to accurately monitor and keep track of their time.  Further MESTA is able to 

efficiently process employee time worked and leave taken for payroll purposes.  The following procedures and 

guidelines have been created to ensure accurate recordkeeping and compliance. 

Official Record 

In order to ensure consistency of treatment for non-exempt employees, the data recorded in Time Clock shall be 

considered as the “official record” of the workday for MESTA.  Any disputes over actual hours worked or 

attendance will be resolved by referring to the Time Clock records stored electronically.   

Employee Time Reports 

The Fair Labor Standards Act (“FLSA”) requires that MESTA keep detailed records on time and payments for its 

employees.  The Time Clock used by MESTA is designed to record and maintain, electronically, all hours worked for 

non-exempt employees. 

Login information 

MESTA shall supply all non-exempt employees the necessary means to use the Time Clock system by appropriate 

credentials (i.e. badges, logins, cards, etc.) upon hire and said credentials shall also be used for identification 

purposes.  These credentials, where applicable, shall be used to “clock in” and/or “clock out” at the Time Clock 

kiosk(s).  The employee can likewise use the Time Clock to review time worked using these credentials and 

systems.  It shall be the employee’s responsibility for knowing and protecting their credentials from unauthorized 

use. 

Time Clock kiosk locations 

Access or a means to access the Time Clock shall be located at each location utilized by MESTA for its operations. 

Clock In/Out requirements 

It shall be a job requirement that all non-exempt employees clock-in and clock-out at the start and end of their 

shifts respectively. If applicable, employees shall also clock-out and clock-in at the beginning and end of their lunch 

breaks respectively.  All non-exempt employees are expected to clock-in and clock-out at their regularly scheduled 

time(s), and failure to do so may result in disciplinary action.  The Time Clock shall have a grace period of 15 

minutes, before and after the employees scheduled shift, and with approval from a supervisor, no employee is to 

clock-in sooner than 5 minutes prior to the assigned shift start or clock-out later than 5 minutes after the end of a 

shift.  Clocking in or out beyond this 5 minute period will require the employee to document the reason for such 

occurrence (i.e. late call) and shall have such documentation approved by a supervisor.  If a late call results in the 

employee needing to clock out after the scheduled time, the employee shall place the Dispatch ID number (run 

number) in the explanation box that corresponds with the late call, otherwise, a simple explanation of the cause 

(missing punch, in early for “x”, etc.).  In the case of any missing punch (forgot to clock in/out) the employee 

should immediately clock in/out and document such in the appropriate section as well as the correct time that 

should be used.  Employees may not simply clock in or out early/late without doing work as required by MESTA.  

‘Riding the clock’ shall result in corrective action up to and including termination.  Riding the Clock shall me an 

employee who is clocked in while not performing their scheduled/authorized duties.  Clocking in early, clocking out 

late, or clocking in when not scheduled or authorized, without performing work shall result in corrective action. 



Under certain conditions the employee may not be able to utilize the electronic time tracking system such as off-

site training.  In this case, the employee shall contact the On-Duty Supervisor reporting the correct times for 

clocking in and out and will utilize the appropriate time adjustment at a later point to manually enter time in the 

Time Clock. 

Falsification, Tampering, and Unauthorized Viewing 

The following are prohibited and shall be considered for immediate disciplinary action, up to and including 

termination. 

• Any attempt to tamper with Time Clock or software 

• Punching in or out for another employee of MESTA 

• Interference with another employee’s use of the Time Clock 

• Unauthorized viewing of another employee’s time on the Time Clock 

Time Clock problems 

If any issue(s) arise and the employee is unable to clock in or out as intended due to any Time Clock malfunctions, 

oversights, etc., the employee shall notify the On-Duty Supervisor immediately to attempt to remedy the situation.  

An appropriate time adjustment must be completed as soon as possible and attempts to correct the error, if the 

Time Clock issue is hardware/software related, then the adjustment shall be made as soon as possible once the 

issue is resolved.  If a correction/adjustment is required after the close of a pay period, the appropriate adjustment 

method must be made by the HR manager or his/her designee.  (At no time shall any person be allowed to adjust 

their own time (this also applies to any administrative personnel). 

Unreported hours 

The FLSA does not permit MESTA, or any employer, to benefit from the work of an employee without 

compensating them for such work.  Therefore, all hours worked must be reported using the Time Clock.  Any time 

when worked is being performed as required by MESTA, the employee shall be clocked in; working ‘off the clock’ is 

strictly prohibited.  Employees that fail to report or under report hours worked are subject to disciplinary action up 

to and including termination. 

Disputes involving ‘times’ as discussed in this section solely 

In the event an employee has a dispute over a clock-in or clock-out time, this shall be brought to the attention of 

the On-Duty Supervisor immediately.  The Time Clock provides a log to assist in validating times and locations used 

by all non-exempt employees.  Any dispute that cannot be resolved by the On-Duty Supervisor using such 

information should immediately be reported to the HR manager. 

Holidays 

Employees eligible for holiday pay will have the appropriate hours manually entered by the HR manager or his/her 

designee into the employee’s time record. 

Minimums 

If an employee is requested for duty or arrives as scheduled to MESTA and subsequently, at the direction of 

management, leaves the work area, the employee shall be clocked in at a minimum of three (3) hours.  In this 



scenario, management shall complete an appropriate time adjustment for approval by the HR Manager and/or the 

Director.  Examples can include being called in to fill a shift temporarily, called in secondary to no available 

ambulances then one or more become available before being clocked in for 3 hours, etc.  This does not include any 

reason where the employee leaves the job site/MESTA on their own volition such as going home sick, resigning 

voluntarily, family emergency, etc.  In any case other than as directed by MESTA management, if an employee 

leaves his/her job they must clock out at the time they elect to do so and is not subject to the minimum as stated 

above.  


