
CUSTOMER QUESTIONNAIRE- South Bend Community School District  

*This document may be edited. Please complete the questionnaire by filling in (typing) as much information as  possible 

below.  

COMPANY INFORMATION  

Company Name: _South Bend Community School District  

1 - Transportation Dept.  
Number of Locations: ___________________________________________ How many physical locations does your 
school system have where Employees will Clock-In/Out?  

244  
Number of Hourly/Non-Classified/Non-Exempt Employees: 

________________________________________Total number of Hourly/Non-Classified/Non-Exempt 

Employees (Ex: Para’s, Custodial, Maintenance, Child Nutrition, Transportation Dept. (Bus Drivers, Mechanics, 

etc.)) who will Clock-In/Out or require the ability to track Extra-Duty or Supplemental Pay (Ex: Tutoring, 

Professional Development, In-Service, After-School Programs, Athletics (ticket-takers, concessions, etc.)).  

3  
Number of Salaried/Classified/Exempt Employees: ___________________________________________Total 

number of Salaried/Non-Exempt Employees (Ex: Administrators, Teachers, etc.) who will Clock-In/Out and/or 

require the ability to track Extra-Duty or Supplemental Pay (Ex: Tutoring, Professional Development, In Service, 

After-School Programs, Athletics (ticket-takers, concessions, etc.)).  

N/A  
Number of Salaried/Classified/Exempt Employees: ___________________________________________Total 

number of Salaried/Classified/Exempt Employees (Ex: Administrators, Teachers, etc.) who will notClock In/Out 

and do not require the ability to track Extra-Duty or Supplemental Pay (Ex: Tutoring, Professional Development, 

In-Service, After-School Programs, Athletics (ticket-takers, concessions, etc.)).  

4 
Number of Administrative Users: ___________________________________________ Total number of Users 
who will manage Employee’s and timesheets (Ex: Principals, Campus Secretary,  Supervisors, Payroll, HR, etc.).  

PAYROLL PROCESSING  

ERP/Payroll System: Currently using AS400, but in the process of implementing PowerSchool. Expected live 
date is January 1, 2021.  

Payroll Interface Familiarity (1 being low, 5 being high): PowerSchool (1)  

Is Payroll Interface Changing? Transitioning to PowerSchool in January 2021 Is your school system 
planning to transition to a different payroll system in the next 6-12 months? 

Other Interfaces: No  



Do you have any other software systems that will need to be integrated with TimeClock Plus (Ex: Sub 

Management, HRIS, other 3rd-party applications, etc.)?  

Pay Period: ___________________________________________  
Please describe how your pay period is defined.  

Monday  
Start Day of Workweek: ___________________________________________  
Please specify the first day of the workweek. Please list if there are multiple workweeks.  

Yes  
Payroll Rates: ___________________________________________ Will Employee pay rates be maintained in 
TimeClock Plus? If not, TimeClock Plus can only send employee hours in the export file to your payroll system.  

No  
Shift Differentials: ___________________________________________ Do you have employees that work different 
shifts throughout the day/week and receive a rate increase for  working a specific shift?  

If yes, please describe your shift definitions (schedules):  
___________________________________________  

Yes, unexcused/no show hours  
Unpaid Hours: ___________________________________________ Do you track any 
hours that are not paid?  

Import Accrual (Leave) Balances from ERP/Payroll or Track Accruals in TCP? ___________________________ 
Do you want to track accrual balances (sick time, vacation time, comp time, etc) within TimeClock Plus?If yes, 
please describe the following:  

Accrual Rules: ___________________________________________ Can you provide an Employee 
Handbook or other document outlining the Accrual policies? if so, please send the Accrual rules to the 
TCP Project Manager.  

sick, PBTO, vacation  
Types of Accrual (Leave) Rules: ___________________________________________ Please list all types of 
Accrual (Leave) Balances your Employees can earn.  

Which Employee types earn certain Accrual (Leave) banks?  

Time-off requests? Yes  
Will Employees use TimeClock Plus to record time-off requests?  

Request Notifications? Yes  
Should Admins/Managers receive automated email/SMS text message notifications when Employee’s submit 

time-off requests using TimeClock Plus?  

NO  
Other tracked Information: ___________________________________________ Do you need to track any 
additional information other than hours? (EX: certifications, qualifications, etc.) If so please describe them 
here.  



BUSINESS RULES  

Contract Drivers 
Annualized Pay: __________________________________________ Do you pay Employee’s on an 
Annualized basis (Ex: 12, 24, 26, 52, etc. equal pay checks)?  

would like to pursue this option for drivers  
Annual Calendars/Contracts: __________________________________________ Do you pay Employee’s 
based on fulfilling Contract hours? If so, do you monitor Contract variances between actual hours worked 
and the number of hours Contracted?  

3  
Number of Calendars/Contracts: ___________________________________________ How many different 
Contract types do you have? (Teacher, Bus Driver, Food Service, etc.)  

HR Dept  
Employee types that have Contracts: ___________________________________________ What 
determines who will need a Contract and what groups of employees will need an assigned  Contract?  

5 min incriminates  
Rounding: ___________________________________________  
Describe any rounding rules that apply to Employees Clocking- In/Out.  

yes  
Unions: __________________________________________  
Does your school systems have any Employee unions?  

2  
Number of Unions: _____________________  

No  
Holiday Hours: ___________________________________________ Are all Employees 
paid the same Holiday credit for not working?  

Yes  
Holiday Rates: ___________________________________________ If an Employee works on 
a Holiday, do they earn a different rate of pay?  

BREAKS, LUNCHES, and MISSED PUNCHES  

30 or 60 minutes  
Meal Break Length: ___________________________________________ How long is your 
Employee's typical meal break in minutes?  

we deduct for lunch  
Meal Break Punches: ___________________________________________  
Do Employees clock-out and back-in for meal breaks and/or auto-deduct meal breaks?  



No  
Paid Meal Break: ___________________________________________ Do Employees get 
paid for any amount of their meal break?  

N/A  
Paid Meal Break limitations: ___________________________________________  
Please describe any limitations.  

No  
Rest Break Punches: ___________________________________________ Do Employees 
clock-out and back-in for rest breaks?  

Admins notified, unable to clock in/out until issue resolved  
Missed Punch(es): ___________________________________________ How would you like to 
handle situations where an Employee forgets to Clock-In/Out?  

Yes 
Missed Punch Approvals: __________________________________________ Required prior to 

processing payroll?  

Review/Approve Missed Punches: _____________________________________ Please describe the 

workflow and who is responsible for reviewing/approving Missed Punches (Ex:  Supervisor, Campus 

Administrator, Payroll, etc.)  

SCHEDULES  

Possible  
Schedules: ___________________________________________ Will you be creating 
schedules for your Employee's hours within TimeClock Plus?  

Restrict to Schedule: ___________________________________________  
Do you want to restrict Employees from clocking-in/out unless they are within “x” minutes from their scheduled 

work time?  

OVERTIME  

Monday  
Start Day: ___________________________________________  
Please specify the day of the week that your overtime calculation starts on.  

1.5 / .5  
Overtime Method(s): ___________________________________________ Please specify the 
method(s) your school system utilizes for calculating overtime.  

N/A  
Comp Time Method(s): __________________________________________ Please specify the 
method(s) your school system utilizes for calculating Comp Time.  



Sunday  
Double Time: ___________________________________________ Do you have any Pay 
Codes or specific work days that pay double-time?  

Yes  
Consecutive Day: ___________________________________________ Do you have any 
Employees eligible for consecutive day overtime?  

Yes  
Weighted/Blended Overtime: __________________________________________ Does your school 
system utilize any Blended or “Weighted” Overtime calculations?  

APPROVALS  

Director & Payroll Admins  
Hours Approvals: ___________________________________________  
Who is required to review/edit/approve Employee timesheet hours prior to hours being paid/exported to  payroll? 

(Ex: Employee, Supervisor, Payroll, etc.)  

Director & Payroll Admins  
Missed Punch Approvals: ___________________________________________ Who is required to 
review/edit/approve Employee Missed Punches prior to hours being paid/exported to  payroll? (Ex: Supervisor, 
Campus Admin., Payroll, etc.)  

Director & Payroll Admins 
Overtime/Comp Time Approvals: ___________________________________________ Who is required to 
review/edit/approve Employee Overtime/Comp Time prior to hours being paid/exported to payroll? (Ex: 
Supervisor, Campus Admin., Payroll, etc.)  

Director & Payroll Admins  
Time-Off Request Approvals: ___________________________________________  
Who is required to review/edit/approve Employee Time-Off Requests prior to hours being 

scheduled/paid/exported to payroll? (Ex: Supervisor, Campus Admin., Payroll, etc.)  

TECHNICAL INFORMATION  

Cloud or OnPremise: Cloud Based  
Does the school system prefer a Cloud or OnPremise time an attendance software solution?  

▪ TimeClock Plus v7 Cloud (Vendor-hosted) Software: TimeClock Plus v7 Cloud utilizes the latest in Cloud                
Computing technology, providing users with all the functionality of an enterprise product without having to               
maintain servers or implement a complex and costly IT infrastructure. Our applications and services are               
maintained by TimeClock Plus and we deliver enterprise-class security through AWS, for encrypted web              
sessions, data transmission, storage, daily backups, and 24/7 availability and monitoring of TimeClock Plus              
v7 Cloud.  

▪ TimeClock Plus v7 OnPremise (Client-hosted) Software: TimeClock Plus v7 OnPremise is a perpetually 
licensed browser-based software hosted on the customers server infrastructure. TimeClock Plus v7 
OnPremise offers the flexibility of a browser-based application while providing the customer with control 



of data, deployment, access restrictions, security, and configuration between TimeClock Plus v7 software 
and time collection devices.  

o SQL Server: If you currently have Microsoft SQL Server installed and available for use by TimeClock 
Plus v7 then please specify the version here. Otherwise specify "Need to Install".  

TIME COLLECTION  

Manual  
Time Collection Processes: _______________________________________ Please outline your time 
collection process and workflow (Ex: Employee punch-to-payroll).  

Manual & paper  
Current time collection methods: ___________________________________________ Please list all current         
time collection methods (Ex: Electronic Time Collection, Punch Clocks (manual), Manual/Paper-Based           
Timesheets, Email, Sticky Notes, etc.)  

Manual method, paper time cards, driver schedules  
Challenges with current time collection methods: 
___________________________________________Please list any challenges or gaps identified with 
current time collection methods.  

Ideal/desired time collection methods:  
Place a check-mark next and/or quantity next to each time collection option desired.  

- WebClock: ________  
- Fixed-mount touchscreen time collection devices:  

o PIN Entry: ________  

o Card Swipe Reader(s) (Magnetic Card, Bar Code, Proximity/RFID): ________  
x  

yes 
▪ Does the school system provide employees with ID badges? ________  

● If so, what type of badges are used? (Ex: Photo ID, Bar Code, Magnetic Card, 
Proximity/RIFD): ________  

● Badge manufacturer/Brand: ________  

o Biometrics (Fingerprint and/or Handscanner): ________ o Estimated number 

of time collection devices: ________  

o Time collection device connectivity (i.e. Ethernet, Power-over-Ethernet, Wireless): ________ 

- MobileClock: ________  
o Geo-Fencing, Offline time collection, Photo Capture  

- IVR phone-in system: ________  

Employee Clock and Self-Service Access:  

Place a check-mark next to any Clocking and/or self-service functions you want Employees to access.  

- Clock-In/Out: ______ __  



x  
x  
- Go On Break/Lunch: ___ _____  

- Change Jobs/Departments: ___ _____  

- Change Cost/Account Codes: ___ _____  

x  
- View Accruals/Leave Balances: _____ ___  

x  
- Make Time-Off Requests: ____ ____  

- View Schedules: ____ ____  
x  

- Manage Timesheets and Approvals: _____ ___  

x 
- Print Hours (WebClock only): ____ ____  

- Enter Shift Notes: ____ ____  

- Enter Missed Punches: __ ______  

- Tracked Field Entry: ___ _____  

- Change PIN (WebClock only): ________  

- Offline Time Collection:________  

Note: Access to self-service functions is configurable by the school system. Some functions are only available 
using WebClock. Employees can be assigned access to specific self-service functions based on method of time 
collection (Ex: WebClock, MobileClock, and Wall-mounted time collection devices)  

ADDITIONAL INFORMATION: ___________________________________________ Please enter any other 
information that you feel may help us understand your Time and Attendance tracking needs. Also include the 

contact information for anyone else that we may need to work with to complete your installation.  


