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2010 Scheduled Paydays

Pay Periods



Payday


Delivery

Sat./April 17 – Fri./April 30
         Sat./May 8


Mailed

Sat./May 1  - Fri./May 14            Sat./May 22                      Mailed

Sat./May 15– Fri./May 28

Sat./June 5


Mailed

Sat./May 29 – Fri./June 11

Sat./June 19


Mailed

Sat./June 12 – Fri./June 25
 
Sat./July 3


Mailed

Sat./June 26 – Fri./July 9

Sat./July 17       

Mailed

Sat./July 10 – Fri./July 23

Sat./July 31


Mailed

Sat./July 24 – Fri./Aug 6

Sat./August 14       
         Mailed 

Sat./Aug. 7 – Fri./Aug. 20

Sat./August 28

Mailed

Sat./Aug. 21 – Fri./Sept. 3

Sat./September 11

Mailed

Sat./Sept. 4 – Fri./Sept. 17 
Sat./September 25

Mailed

Sat./Sept. 18 – Fri./Oct. 1            Sat./Oct. 9

          Mailed 

Note:  The pay periods listed above are for work recorded through our AMS TIME SYSTEM.  

Note:  Delivery of a paycheck by mail means that the paycheck will be put in the mail TWO DAYS prior to the “Payday” date.  Each check will be sent by First Class mail. Please allow two (2) to three (3) days for your check to arrive.

Note:  Delivery of a paycheck at a managers meeting means that all paychecks for each staff member will be picked up by the pool manager at the managers meeting on Saturday.  Those meetings will be at 8:00 a.m. on the date listed.  The pool manager will bring all paychecks to your assigned pool after the meeting.  

What is the AMS Time System 

and

 How Does It Work?

The AMS Time System is a sophisticated computer system that enables our company to track your time while at work.  AMS is an invaluable tool for our personnel and our company.  As you read through this booklet, you will become more familiar with AMS and our Payroll Polices.

How does AMS Time System work?  That is a great question.  AMS Time System is a computer program that operates through of the telephone at your swimming pool facility.  When you arrive at the pool or when you get ready to leave, you will call the AMS TIME SYSTEM to record your time for that day.  As you call AMS TIME SYSTEM, the computer will answer your call and you will go through a quick series of steps so that your information is recorded.  AMS TIME SYSTEM is very similar to a time punch card.  

How does the AMS TIME SYSTEM work for me?  That is another great question.  AMS TIME SYSTEM is a great benefit to you and all personnel of Aquatic Management Services.  Unlike personnel of other companies that use time sheets, AMS TIME SYSTEM allows you to get paid for every second you work.  AMS TIME SYSTEM records time to the second and insures that you get paid for every second you work.  In addition, it gives you a time sheet with each pay check that details each day you worked.  AMS TIME SYSTEM is 100% accurate in calculating your time for each pay period.  Time sheets from AMS TIME SYSTEM are downloaded directly to our payroll company.  It also provides you with a full list of reports that allows you to know exactly what you did each time you called in case a mistake was made.

How does the AMS TIME SYSTEM work for Aquatic Management Services?  It provides an easy and error free way of downloading your time sheet directly to our payroll company.  AMS TIME SYSTEM removes human error in totaling your time for each pay period.  AMS TIME SYSTEM provides us with an easy system of guaranteeing our customers that you are at your facility and that you are on time.  We monitor AMS TIME SYSTEM daily to confirm your arrival each day.  

Always remember, AMS TIME SYSTEM has only one flaw, human error.  AMS TIME SYSTEM can only work for you if you use it properly.  Always make sure to CHECK IN and CHECK OUT each day.  If you forget to do this, AMS TIME SYSTEM will not be able to work for you.

If you fail to CHECK IN and CHECK OUT, you will not get paid on time for the work that you performed.

How We Keep Your Time

Procedures for Using the AMS TIME SYSTEM 

STEP 1:  Call AMS TIME SYSTEM from Pool Phone



Dial 678-867-6844 from a free phone

STEP 2:  AMS TIME SYSTEM will welcome you and ask you to enter your USER ID



Enter your 4 digit USER ID



Your USER ID is listed on your AMS TIME SYSTEM CARD

STEP 3:  AMS TIME SYSTEM will ask you to enter your PASSWORD



Enter your 4 digit PASSWORD



Your PASSWORD is the last 4 digits of your Social Security 

Number and is listed on your AMS TIME SYSTEM CARD

STEP 4:  AMS TIME SYSTEM will ask you if you want to CHECK IN or CHECK OUT



If you are arriving at work, you will want to CHECK IN



PRESS 2 to CHECK IN



If you are leaving work, you will want to CHECK OUT



PRESS 3 to 
CHECK OUT

STEP 5:  AMS TIME SYSTEM will confirm your CHECK IN OR CHECK OUT

AMS TIME SYSTEM will provide you with the exact time of your CHECK IN or CHECK OUT

STEP 6:  AMS TIME SYSTEM will complete your transaction with GOODBYE

As AMS TIME SYSTEM confirms your status and exact time of your call, it will finish the call with GOODBYE.  Once you hear AMS TIME SYSTEM say GOODBYE, you can hang up the telephone 

NOTE:  You can only make calls to AMS TIME SYSTEM from the facility that you are assigned to work.  Attempts to CHECK IN or CHECK OUT from any other phone will cause AMS TIME SYSTEM to disconnect your call and you will not be entered in the AMS TIME SYSTEM.

NOTE:  AMS TIME SYSTEM will not record your CHECK IN or CHECK OUT if you hang up the phone before it says GOODBYE (See STEP 6).  If you hang up the telephone before you hear GOODBYE, you are not registered in the AMS TIME SYSTEM and will not be paid for that day’s work.

NOTE:  If you fail to use this system correctly, you will not be paid.  You must CHECK IN and CHECK OUT successfully in order to be paid for each day of work.

Troubleshooting the AMS

TIME SYSTEM

Problem:  The phone at the pool does not work.

Solution:  If the phone at the pool is not working, you will need to contact our office immediately.  If you do not have a cell phone, keep the pool closed and find a pay phone near by to contact our office.  It is illegal to open a pool without a land line telephone.  A cell phone is not acceptable to use in keeping a pool open and you will not be able to CHECK IN or CHECK OUT.

Problem:  I cannot get AMS TIME SYSTEM to answer when I call.  

Solution:  Hang up and redial the number.  Confirm the number you are dialing is the correct number listed under STEP 1.  Try redialing AMS TIME SYSTEM three (3) consecutive times.  If, after the third time you still have not gotten AMS TIME SYSTEM to answer, contact our office IMMEDIATELY at 678-296-3987.


Problem:  I forgot my USER ID.


Solution:  You will find your USER ID number on your AMS TIME SYSTEM CARD.  If you do not have your AMS TIME SYSTEM CARD, contact our office immediately.  We will provide you with your USER ID.


Problem:  AMS TIME SYSTEM says I entered an invalid USER ID.


Solution:  Re-enter USER ID number.  If you are still unable to CHECK IN 
or CHECK OUT hang up and call the system again.  If you are still unable 
to enter your USER ID, call our office immediately.  


Problem:  I forgot my PASSWORD.

Solution:  You will find your PASSWORD number on your AMS TIME SYSTEM CARD.  If you do not have your AMS TIME SYSTEM CARD, contact our office immediately.  
Remember, your PASSWORD is the last 4 digits of your Social Security number.  


Problem:  AMS TIME SYSTEM says I entered an invalid PASSWORD


Solution:  Hang up the phone and call AMS TIME SYSTEM back and re-enter the appropriate information.  If you are still unable to CHECK IN or CHECK OUT, contact our office immediately.


Problem:  When I enter 2 to CHECK IN or 3 to CHECK OUT, AMS TIME SYSTEM says GOODBYE and hangs up on me.

Solution:  You pressed a number other than 2 or 3.  Call AMS TIME SYSTEM again and make sure you press the appropriate number to CHECK IN or CHECK OUT.  


Problem:  After I CHECK IN OR CHECK OUT, AMS TIME SYSTEM says I am calling from an invalid phone number.



Solution:  You are calling from a phone that is not the pool phone.  You can only CHECK IN or CHECK OUT from the pool phone you are assigned.

These are the most typical errors that arise in using the AMS Time System.  It is important to always contact our office if you are unable to CHECK IN or CHECK OUT.  In addition, you will not be paid for time you work if you do not CHECK IN and CHECK OUT.

Additional Information

There are several additional things that are important to know in using AMS TIME SYSTEM:

Shift Change:  If you are scheduled to work a second or third shift at a facility, you will not be able to CHECK IN until the person you are relieving has CHECKED OUT.  AMS TIME SYSTEM will only allow the contracted number of personnel to be CHECKED IN at any given time.  

Operational Times:  AMS TIME SYSTEM is designed to only allow personnel to CHECK IN 30 minutes prior to the start of a shift and will only allow personnel to CHECK OUT 15 minutes after the end of a shift.  If you attempt to CHECK IN before the allowed 30 minutes, AMS TIME SYSTEM will round your time up to 30 minutes prior to the facility opening.  Likewise, if you CHECK OUT after the 15 minute period at the end of the shift, AMS TIME SYSTEM will round your time down to the closing time of the facility

How Do I Get Paid If I Forgot to CHECK IN or CHECK OUT?

If you fail to CHECK IN or CHECK OUT, you are still qualified to get paid for your time worked.  Aquatic Management Services provides a specific system to help personnel get paid for time that was not recorded by the AMS TIME SYSTEM.  Please read the following steps in this process.  In order to receive payment for work that was not recorded by the AMS TIME SYSTEM, personnel must follow all steps completely.  Failure to follow these steps will require personnel to restart the process and will prolong the time in getting paid for unrecorded time.

To expediate the process for you, we have created a Make Up Time Sheet for you to complete.  You will find a copy of this time sheet at the end of this manual.  We have also included this form on our web site.  To use the on-line form, please go to our web site, www.aquaticms.com and click on Lifeguard Links.  Click on the Make Up Time Sheet and follow the directions.  

The Make Up Time Sheet will be the only way to report time that was not reported on the AMS Time Keeper.  Any other documentation will not be accepted and you will not get paid.  If you are unable to access this form off our website, additional forms are located in your Operations Manual at the pool.  If you have any questions finding this form, contact our office immediately.

If You Are Reporting Unrecorded Time within the Current Pay Period:


If you find you have made an error in using the AMS TIME SYSTEM and it is prior to the end of the same Pay Period as the date of the Unrecord Time, complete a Make Up Time Sheet on our web site as instructed above.


Upon RECEIPT of this information, your Make Up Time Sheet will be researched and processed for payment.  As long as the The Make Up Time Sheet is received by the end of the current pay period, all hours available for payment will be made on the pay check for the pay period.


Example:  Jeff sent an email to our office on June 2, 2010.  He is making a request to be paid for work on May 30 and May 31.  Work performed on May 30 and May 31 was part of the pay period of May 29 through June 11.  Because our office received Jeff’s request during the same pay period as the time he is reporting, his AMS Time Sheet will be updated and this work will be paid on the June 19 Pay Date.  

If You Are Reporting Unrecorded Time outside of the Current Pay Period:


If you find you have made an error in using AMS TIME SYSTEM from another Pay Period, you must also complete the Make Up Time Sheet on our web site.  Upon reciept of the Time Sheet, it will be researched and paid as part of the pay period for which the date we receive the Time Sheet follows under.


Example:  Jane, after receiving her pay check and time sheet on June 19, realized she made an error on June 1.  Jane sends a certified letter to our office to have this day corrected.  Our office receives this letter on June 22.  June 22 falls in the Pay Period of June 12 through June 25.  This Pay Period will be paid on July 3.  Since her letter was received during this Pay Period, her request will be corrected and paid on July 3.  

It is important to review the schedule of Pay Periods and Pay Dates on page 2 of this manual prior to sending your information to our office.  All Time Sheets received from the web site will be sent a confirmation of reciept via email.  If you do not received this confirmation withing 24 hours, please resubmit your Make Up Time Sheet.  If you choose not to fill out the form on our website, it is important to send the Time Sheet certified with “return reciept requested” so that you will receive confirmation of reciept by mail.  

In the event your Make Up Time Sheet is inaccurate or does not contain all information that is required, it will be returned to you so that you can resumit an accurate request.

If the information you provide in your Make Up Time Sheet cannot be paid, we will advising you of our decision and the reason for not paying your request. 

NOTE:  The purpose of the Make Up Time Sheet is for correcting a problem you had in using the Time Keeper, not the an alternative to the Time Keeper System.  Using the Time Keeper System is requirement of your employment with AMS.  To make sure that our Time Keeper System is used by all employees, each employee will be give two (2) opportunities to provide a Make Up Time Sheet without penalty.  All additional Make Up Time Sheets received during the same swim season will be paid at Minimum Wage.  This penalty will help offset the costs to research the time requested.

MAKE UP TIME SHEET

ID    _ _ _ _





Password    _ _ _ _

*This form must be completed and signed to be processed*

Name of Pool:




 Date: ______________

Employee Name: ______________________________________

Social Security Number:  ________________________________

Date(s) worked without proper clock in or clock out:



Date:



Time:


  to  




Date:



Time:


  to  




Date:



Time:


  to  




Date:



Time:


  to  




Date:



Time:


  to  




Reason for Failure to use AMS Timekeeper System:  ________________________________________________________________________________________________________________________________________________________________________

NOTE:  IN ORDER FOR THIS FORM TO BE PROCESSED PROPERLY, IT MUST BE SUBMITTED TO OUR OFFICE VIA EMAIL OR CERTIFIED MAIL.  REGULAR MAIL, FAX, OR HANDING IT TO ANOTHER AMS EMPLOYEE WILL NOT BE ACCEPTED.  

NOTE:  PAYMENT FOR TIME LISTED ABOVE IS NOT GUARANTEED.  TIME LISTED ABOVE WILL BE RESEARCHED AND PAID ONLY IF THAT SAME WINDOW WAS NOT PAID TO ANOTHER EMPLOYEE.


------------------------------------------------------------------------------------ 

By Signing, ____________________________, I have completed this form honestly and that all time listed is time I have worked.  I also agree that I have read the AMS Payroll Policy Manual and understand its content related to this matter.

