
 
 
 
 

         
payrolldept@gpisd.org 

 
361-777-1091 

 

 
 
 
 
 
 

Hourly Staff Procedures for Clocking In/Out 
 
 

• All hourly employees must record their daily clock-in and clock-out times using  
Skyward True Time 

• A time off request should be submitted by the employee in Skyward if the employee is  
out anytime during a given week. If applicable, they should also enter the absence in  
Frontline to secure a substitute. 

• Any time off requested should be approved before the timesheet is submitted. 
• Timesheets should be submitted by 4:00 pm on Mondays for the previous week. 
• Any timesheet adjustments must be entered by the employee, campus secretary, or  

supervisor along with a note explaining the correction.  
• Failure to submit the timesheet, or supervisor approval on time, can result in the  

employee being docked time and create a delay of supplemental or overtime wages. 
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