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The purpose: Having a clocking in and out system will give the management staff an accurately calculated number of hours the employees have worked. Additionally, this allows the employees to be able to see their schedules each week on their phones to avoid and scheduling discrepancies.
_____________________________________________________________________________
Locating your Pin
1. Open Homebase mobile app
a. click “more” in the bottom right-hand corner.
i. at the bottom of the screen labeled “Your Homebase Pin”
2. If this does not work, please ask Anna, Liz, Erin, or Mallory to locate your pin 
Schedule
1. The schedule for each month will be posted the last week of the month prior. 
2. If there are errors in your schedule, please alert Anna, Liz, Erin, and Mallory to ensure that the schedule directly reflects what you should be working.
Clocking in/out for Shifts
1. First, log in to homebase on your phone
2. Click on your shift shown on the screen
a. Clock in
b. If your shift is not on the screen, or you are working an unscheduled shift, you can click “clock in” in the top right-hand corner to start your shift.
c. If you have multiple shifts scheduled throughout your day, please use the top right corner to clock in and out. Occasionally homebase will error when you do not clock in and out for each scheduled shift. 
Entering Private Lessons
3. There will be a binder with a sheet labeled “Private Lessons” on the table in the coach's room. Everyone should have their own.
a. On this sheet, write down the name of your private lessons first and last name, the date, and your start & finish time.
b. If you start your day off with a private lesson, please make sure you clock in first and write down your private lesson in the binder.
Missed Clock In
4. There will be a sheet in the binder if you forget to clock in for your shift.
a. On the sheet, write your name, the date, and your clock in and clock out time.
b. Please alert Anna, Liz, Erin, and Mallory about your missed clock in 
As of October 2024, missed clock ins, being late for shifts, and forgetting to clock out will affect raises and will result in disciplinary action. Please remember to clock in and out.
	
	
	



