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	Policy:
	

	
	ACH will pay all employees on a bi-weekly pay schedule for time worked in the previous 2 weeks. All overtime must be pre-approved by managers.

	Procedure:
	

	
	Each employee will utilize the payroll product provided to clock in and out for all shifts. The employee is expected to provide a clearly written, appropriately added time sheet biweekly. Contracted employees will be paid the same amount every month for the agreed amount. The company will determine clock in/clock out times using the 7-minute rule or time rounding. In the event there is a payroll failure, ACH will ensure the employee gets a check as soon as possible. Direct deposit should and will be utilized whenever possible. Nonexempt employees with be compensated for all worked hours, over 40 per week. All overtime must be approved by the department manager.

	Protocol:
	

	
	It will be the protocol of ACH personnel to clock in and out for all shifts on the employee time sheet. Completed time sheets are to be given to the HSA each week to be processed. All employees are expected to work their scheduled hours. Any employees working over their scheduled hours should receive approval from their immediate manager. In the event the employee is consistently unable to complete their work duties within the hours scheduled, the manager may deem additional training and further action if appropriate.
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