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Time and Attendance Policy 
 

 The Human Resources Division has the authority to issue or negotiate policies governing the 
tracking of employee time and attendance.  Agencies must follow these policies to ensure 
compliance with federal and state laws, regulations, collective bargaining agreements, the Red 
Book, policies and the Human Resources Compensation Management System (HR/CMS) 
standards. 

 Employees, including cabinet secretaries, division directors and agency heads must maintain 
daily time and attendance records including an appropriate accounting for leave utilized.  

 The official time and attendance record consists of (1) an employee’s confirmation of his/her daily time, 
(2) his/her supervisor’s approval and (3) its entry in the Human Resource Compensation Management 
System (HR/CMS).  In the case of inquiries, additional information may be needed.  Daily time and 
attendance may be maintained through electronic timekeeping systems or may be recorded on paper time 
and attendance sheets. 

 Electronic systems: 

 Must be compliant with applicable laws, regulations, policies and contract 
provisions (these are summarized on attachment). 

 Must be compatible with HR/CMS standards. 

 Must be transferable to a form suitable for inspection (i.e. hard copy). 

 Must be reviewed and approved by HRD prior to implementation. 

 HRD can provide consultation on how to implement various time entry systems. 
(HR/CMS team) 

 
 Agencies must notify HRD’s Office of Employee Relations (OER) for cases in which the policy 

concerning time entry is being significantly changed, so that unions may be notified in advance 
of that change. 

 

 Total elapsed hours worked and any leave time used by every employee must be reported in 
HR/CMS every pay period (not necessarily updated on a daily basis; updating daily records at 
one time each pay period is acceptable).  The Departments are responsible for maintaining the 
attendance record of daily time of arrival, departure, lunch periods, etc. which may continue to 
be recorded separately in paper or electronic form.  When an error in reporting an employee’s 
time and attendance occurs, or when the data is incomplete at the time of reporting due to a 
pending decision, an adjustment to the record must be entered within thirty (30) days from the 
date the error occurred or the request was approved or the grievance/arbitration decision made.   

 Overtime must be reported in the same pay period that it is earned.  Failure to enter 
overtime in a timely manner may subject the department to violations of fair labor 
standards (FLSA). If overtime is reported late, it must be entered into HR/CMS and paid 
in the following pay period.  The collective bargaining agreements all contain provisions 
about what constitutes premium overtime (some with uniquely different criteria) and 
language for the timely payment of premium OT.  Most managers are not eligible to 
receive premium overtime pay.   
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 The following recordkeeping requirements apply to time and attendance records, based upon the 
disposition schedule issued by the Secretary of State. 

 Daily time sheets and time logs, which provide the employee’s and supervisor’s records 
of actual hours worked and approval of such, must be maintained for at least three (3) 
years, or for one (1) year following an audit. 
http://www.sec.state.ma.us/arc/arcrmu/rmurds/0707.doc p 88 

 The electronic time and attendance record entered into HR/CMS for payroll purposes 
must be maintained for at least seven (7) years.  

Comptroller policy: Record Keeping and Record Retention: Archiving Payroll Records  
http://www.mass.gov/Aosc/docs/policies_procedures/payroll_lcm/po_pr_arc_pr_rec.doc  

 
 

 Agencies are responsible for ensuring conformance with the guidelines as set forth in the Fair 
Labor Standards Act (FLSA) and in the collective bargaining agreements. 
http://www.hrd.state.ma.us/agency_services/AS_Manage_Workforce/Rules_and_Guidelines/fls
a.pdf 

 

 The Human Resources Division reserves the right to audit employee time and attendance at any 
time. Agencies not in compliance with this policy will be notified and must become compliant 
immediately. 

Authority 

FEDERAL.   The Fair Labor Standards Act requires employers to maintain time and attendance 
records for each employee. (29 U.S.C. §211(c); 29 C.F.R. Part 516.) 
http://www.dol.gov/whd/regs/compliance/whdfs21.pdf, 
http://www.dol.gov/whd/regs/compliance/whdfs7.pdf  

STATE.  The Human Resources Division derives its authority to maintain time and attendance 
records from several sections of the General Laws and the collective bargaining agreements.  The 
laws and the agreements provide for the tours of duty, hours of work and overtime of state 
employees.  (G.L. c.149, §§30A, 30B. http://www.mass.gov/legis/laws/mgl/149-30a.htm, 
http://www.mass.gov/legis/laws/mgl/149-30b.htm )  The Laws and the collective bargaining 
agreements also provide that the Personnel Administrator [Chief Human Resources Officer] shall 
establish and administer an office and position classification plan and a pay plan, as well as 
promulgate rules and regulations regarding vacation leave, sick leave and other leave with pay and 
overtime compensation.  (G.L. c. 30, §45; G.L. c.7, §28.)  In addition, the General Laws provide 
that the Chief Human Resources Officer shall have access to all records in the custody of all 
agencies within the executive office for administration and finance for the purpose of discharging 
the duties of his office. (G.L. c.7, §4E.)   

State law on meal breaks: http://www.mass.gov/legis/laws/mgl/149-100.htm 

State law on keeping records of wages paid:  http://www.mass.gov/legis/laws/mgl/151-15.htm  
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Collective Bargaining agreements 

http://www.hrd.state.ma.us/agency_services/AS_Manage_Workforce/Rules_and_Guidelines/Collec
tive_Bargaining/collectivebargainingagreements.htm  

 

Red Book (managers, confidentials, and unclassified staff) 
http://www.mass.gov/Eoaf/docs/hrd/policies/publications/pol_redbk.rtf  

 

State Finance Law  

http://www.mass.gov/legis/laws/mgl/gl-29-toc.htm 

 

Equal Employment Opportunity 
The Commonwealth does not discriminate on the basis of race, color, national origin, sex, religion, 
age or disability in employment or the provision of services.  This policy is designed to coordinate 
compliance with the non-discrimination requirements of both federal and state law.  Information 
concerning federal and state non-discrimination laws is available from the Human Resources 
Division. 
 
HRD Requirements for Electronic Timekeeping Systems: 
 

 Permit daily record of employee’s time (FLSA requirement). 
 

 Permit approval of time by employee and employee’s supervisor (and other additional 
supervisory approvals as required by the agency). 

 
 Ability to record an employee’s weekly default schedule, with workdays that are in no less 

than 15 minute intervals.   
 

 Require employees to sign in and out for an unpaid lunch and other meal periods (state law: 
minimum of 30 unpaid minutes for lunch after 6 or more consecutive hours of work).  
 

 
 


