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From: Management Team 
To: All Employees of All Safe Insurance Company 
Date: January 13, 2017
Subject: Clocking In and Out with Honesty 

It has come to the attention of the management team at All Safe Insurance Company that most employees are taking advantage of the company by reporting more hours worked than they actually have. We have come to find out that a section of employees have been having others clock in and out for them. In the same length, some do not consider clocking out at all when going for lunch or to run personal errands. This is COMPLETELY UNACCECTABLE and must come to a halt IMMEDIATELY. In order to insure this unacceptable behavior does in fact come to a halt, the management team here at All Safe Insurance Company has created a policy for clocking in and out. Can you please review the policy included in this memo. All employees are instructed to adhere to this policy with immediate effect.

WHY THIS MATTERS…

It is very important to understand that dishonest logging of hours worked is costly for the entire company as a whole. It costs All Safe Insurance Company money in not only stolen wages paid, but also in benefits and as I’m sure you can imagine, even impacts the annual profit sharing distributions. By principle of honesty and fairness, it is not good for people to make the choice to misrepresent the hours worked and end up negatively impacting everyone. The management team here at All Safe Insurance Company requests that everyone takes all of these negative repercussions into account, be honest about their time logging and adhere to the new policy that we have deemed fit to put in place due to the unscrupulous, inconsiderate and insensitive choices of some. 

The rules……The new policy is as below. 
Remember, this applies to each and every employee who is required by their job description to clock in and out to log their time worked.
A. Dressing, shift hours and clocking in.
1. You must also arrive at least five minutes prior to your scheduled shift and go immediately to the time clock and clock in using your company ID. (You MUST CLOCK YOURSELF IN! YOU ARE NOT AT ANY TIME TO BE CLOCKED IN AND OUT FOR!) This will allow you plenty of time to get clocked in and will help people avoid missing out on pay they are entitled to. You must then wear your official company ID around your neck at all times when you are in or around the building.
2. You are to refrain from clocking in more than five minutes before your scheduled shift. There have installed cameras monitoring the time clock, so if your time logging seems as if it`s being falsified, we will pull the video log.
3. Part time workers should not log more than 25 hours weekly, while fulltime workers should not log more than 40 hours weekly. Workers exceeding these hours without prior approval from management will be liable for punishment as ascertained and determined by management. 
B. Clocking in and out throughout the day;
1. You are not required to clock out when you take a bathroom break, but we as the management require that you don’t abuse this obvious privilege. Abusing this privilege, as noticed and reported by your direct supervisor will attract punishment.
2. Each employed individual is granted and allowed 2-15min breaks a day. You may use this break time to attend to personal issues that are otherwise not allowed during working time. You will not need to clock out for these breaks. However, it is required of you to clock out if and when you leave your post longer than the two allotted and allowed fifteen minutes. 
3. In the same length, when leaving for your scheduled lunch time, you must clock out. During lunch, you must leave the floor. You can either leave the building entirely, or stay in the break room. You are advised not to stay on the floor, should it happen that you are not clocked in. 
4. You will also need to clock out if you have to leave the building for whatever reason, beyond the time allowed for lunch, as approved by the relevant authority.
5. Also note that when it is time to leave at the end of your shift, you must clock out immediately. If you want to socialize with others, please clock out first before doing so. Also, remember that if you are not clocked in you may not be on the floor. 

Please adhere to these policies as management would want to have a frictionless coexistence with all employees in regards to this concern. If you have any questions, suggestions or concerns, please contact your direct supervisor. 
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