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Series 4000: District Employment 

4300 Non-Exempt Staff 

4304 Employee Timekeeping Responsibilities 

Non-Exempt Staff must record all hours worked in compliance with District procedures. 
Non-Exempt Staff will be compensated for authorized recorded hours worked, including 
preliminary and subsequent work activities and overtime. Timekeeping records must 
reflect actual time worked to ensure accurate payment of wages. 

Substantiated falsification or misrepresentation of hours worked may result in discipline, 
including discharge. 

Legal authority: 29 USC 201 et seq.; MCL 408.471 et seq. 

Date adopted: May 17, 2021 

Date revised: April 17, 2023, May 15, 2023 
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