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MEMO 
 
 
To:       Hourly Employees 
From:  Martin Munoz, Assistant Superintendent for Human Resources 
Re:  Record Keeping of Time Worked 
Date:  April 20, 2020 
 
The Office of Human Resources has received some guidance in regard to documenting the hours 
worked by our nonexempt employees (hourly staff).  The Texas Association of School Boards, 
TASB, and the Department of Labor (DOL) have made the recommendation that hourly 
employees, in accordance with the Fair Labor Standards Act (FLSA), document their hours 
worked and submit their log to their supervisor on a weekly basis.  Therefore, effective today, we 
will need our hourly employees to document their hours worked on the attached timesheet.   
 
It is the responsibility of both the non-exempt employee and the supervisor to ensure that hourly 
employees do not accrue overtime during this emergency leave period and that hours are strictly 
kept under 40 hours per week.  Employees will only report hours worked, or hours where they 
were available to work, on their timesheet.   
 
In keeping with social distancing, employees will submit their timesheets through email or text 
to their supervisor. If an employee needs to be absent for a day or a part of a day, the employee 
will report their absence to their supervisor and will log that absence on their timesheet.   
 
When asked to report to work at a district facility, employees will use the Kronos time clock to 
document those hours in addition to logging those same hours in their timesheet.  The timesheet 
will be used to pay their regular salary, and the Kronos time clock will be used to pay exempt 
employees at a premium rate.   
 
If you need timekeeping assistance, please reach out to your supervisor or contact the Office of 
Human Resources at 956-323-2600. 
 
 
att: timesheet document 
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