
ELEMENTS OF LOCAL 

SCHOOL ACCOUNTING

Procedures and Guidelines for Payroll



❑ Time Keeping Procedures

❑ Overtime Procedures

❑ Substitutes

❑ Vendor pay vs. Payroll

❑ Fund Balances

TOPICS TO BE DISCUSSED:



TIME KEEPING 
• Time and Attendance System – Most Accurate

• Manual Punch Time Clock 

• Paper Timecard – Least Accurate

Wage and hour laws are laws that govern the wages rates an employer can pay its 

employees and the hours for which an employer must compensate its employees.

Non-Exempt employees must keep an accurate account for time worked.

As the school bookkeeper, timecards should be reviewed to check for accuracy. 

Things to review:

• Clocking in/out according to work schedule

• Clocking in/out for non-compensated (duty free) breaks

• Rounding rule:  Is the employee playing the system to earn comp time or overtime pay

• Are absences being accounted for 

• Comp time or overtime pay earned









TIME AND ATTENDANCE SYSTEM 

❑ Bookkeeper Process

❑ Dashboard Review

❑ Track absences

❑ Hours worked

❑ Accrual / comp time balances

❑ Time and Attendance data import

❑ Accuracy

❑ No duplication of work



DASHBOARD REVIEW

Bookkeeper personal links
Cost Center information



PRIOR PAY PERIOD DETAILED LEAVE REPORT



MISSING PUNCH REPORT



DETAILED HOURS REPORT

**Review to identify employees:

• Working over approved work hours earning 

additional pay or banking comp time

• Working shorter hours than scheduled (pay is 

calculated based on scheduled work hours)



DETAILED PAY PERIOD REPORT



*The Fair Labor Standards Act (FLSA) is very strict in requiring employers to 
compensate non-exempt employees for all hours worked*

Things to review:

• Clocking in/out according to work schedule

• Clocking in early/out late will result in comp time or additional pay

• Clocking in/out for non-compensated (duty free) breaks

• Federal law does not require lunch or coffee breaks

• Federal law does require an employer who grants employee non-meal rest period (usually the 
type lasting 20 minutes or less) to pay employees for their time on break.  If an employer grants 
employees a meal beak (usually lasting 30 minutes or more), an employer does not need to 
pay for the break time so long as the employee is free to do what they wish while on break.

• If an employee works during an unpaid break, the break becomes compensated time to that 
employee.

• Rounding rule:  Is the employee playing the system to earn comp time or overtime pay

• According to the FLSA, you can round employee time to a quarter hour of work. You 
can round down employee time from 1-7 minutes, but you must round up employee time from 
8-14 minutes and count it as a quarter hour of work. Do not round down employee hours to 
avoid paying overtime wages.

• Are absences being accounted for 

• Is there leave entered for days without clocked times

• Do you have an approved leave request

https://www.employmentlawhandbook.com/federal-employment-and-labor-laws/flsa/
https://www.gpo.gov/fdsys/delivery/getedocketcfr.action?param1=2005&param2=julqtr&param3=29cfr785&param4=18&param5=pdf
https://www.gpo.gov/fdsys/delivery/getedocketcfr.action?param1=2005&param2=julqtr&param3=29cfr785&param4=19&param5=pdf


DETAILED PAY PERIOD REPORT



PAYROLL SERVICE REPORT – LEAVE/SUBSTITUTE DATA

Excel format for tracking employee leave taken and substitute data



• Comp Time or Overtime pay earned

• Know you districts policy on earning comp time or overtime pay

• Is this a result of incorrect clocking?

• Has any additional time worked been approved?

• How do you account for comp time?

• Time and Attendance system

• Tracked within system 

• Manual punch timecard/paper timecard

• Excel spreadsheet

• Manual log

• Nonexempt employees must be paid for all hours worked in a workweek. 
“Hours worked” includes all time an employee is on duty, on the employer premises, 
or at any other prescribed place of work. Also included is any additional time the 
employee is “suffered or permitted” to work.

• Compensatory time, referred to as comp time, is paid time off given to a non-exempt 
employee instead of overtime pay. Rather than paying employees time and a half in 
overtime pay, a company which has a comp time policy gives paid time off from 
work, for the equivalent amount of time to the extra hours worked.

• State and local government employees may accrue up to 240 hours.



Why abiding by FLSA timekeeping requirements is important

If you aren’t careful, you could end up with a wage and hour lawsuit on 

your hands. Follow FLSA timekeeping requirements to avoid violating wage 

and hour laws.

Do employees have to sign timesheets?

When recording hours worked, it’s a best practice for employees to sign 

their timesheets. Employees are not required by law to sign timesheets 

however this should be your policy.

Asking employees to sign their timesheets can improve accuracy and help 

you in case of a wage and hour lawsuit.



SUBSTITUTES

How do you account for absences and substitutes?

• Time and Attendance System

• Review dashboard daily for absences

• Have substitutes sign in through your office including who they are 

subbing for

• Reconcile employee absence with sub pay

• For subs paid through our system, I require the employee’s timesheet 

showing leave taken to be attached to the substitute timesheet showing 

the days being paid

• Manual Punch and Paper Timecard

• Reconcile employee days without time worked with manual 

substitute log



Using teachers to cover absences in place of using a substitute:

• VERY important to know what fund source your teachers are being paid 

• Employees being paid by FEDERAL FUNDS cannot be used to cover a 

regular classroom!

• Employees paid by Title 1 funds can only be used with Title 1 

students

• Special Education teachers and teacher aides paid by IDEA can be 

used in other special education classrooms since the same category 

of student is still being served.

• Federally funded employees MUST certify their time worked that is being 

paid by federal funds.

• Employees that only render services to the federally funded position 

can sign a 100% certification statement.

• Employees that render services outside of the federally funded 

position must keep a timecard of the time spent in each position 

and the hours outside of the federally funded positon must be paid 

with non-federal funds.





VENDOR PAY VS. PAYROLL

ANY work being performed by an employee must run through payroll!

When paying non-employee individuals for services rendered:

• ALWAYS check with your Central Office

• Contract or Employee?

• Have services to be provided been approved?

• Any individual/company receiving non-payroll pay will need to 

complete a W9 and will be a 1099 vendor

Know your school policy on contracting with employees that have outside 

business.

Auburn City Schools has a policy against contracting with businesses 

owned by ACS employees.



HELPFUL SUGGESTIONS
• Review fund/account balances monthly:

• Two helpful reports

• Budget Analysis

• Principal’s Report 

• Look at fund balances to ensure funds are being spent in accordance with 

the approved budget amounts

• Report any concerns to the Central Office 

• We are human – we make mistakes sometimes

• Expenses may need to be reclassified

• Easier to identify issues and make corrections monthly than 

researching at the end of the fiscal year!



Budget Analysis Report

Shows budget amount and amount spent or encumbered for 

current fiscal year and prior fiscal year



Principal’s Report:

Shows current fiscal year budget, amount spent, and amount encumbered


