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Overtime Pay
Calculation and payment of any work performed by an employee in excess of a 40-hour workweek (“Overtime”) shall be in accordance with the Fair Labor Standards Act. An employee shall be paid overtime at the applicable federal rate for any overtime, except that exempt employees, as defined in 29 U.S.C. § 213 and 29 C.F.R. Part 541, shall not be entitled to overtime.
Overtime Approval
All overtime work must be approved in advance by the Superintendent or their designee. No overtime shall be worked without prior authorization. Overtime pay cannot be waived by any employee and must be reported and documented regardless of whether the overtime was approved. An employee and/or supervisor that works or permits overtime without the approval of the Superintendent or their designee shall be notified of the violation of this policy, and subsequent violations of this policy may result in disciplinary action for failure to adhere to the policy. Any employee that discovers the occurrence of unreported overtime shall notify Human Resources.
Use of Time Variance
[bookmark: _GoBack]If an employee takes time off during their scheduled workweek, the employee may request or be required by their Direct Supervisor to utilize a Time Variance, where the employee works additional hours throughout the same workweek to make up for the unworked hours from their time off. This request or supervisor requirement must be documented on a Variance form, and no more than four (4) hours may be requested or required for any Time Variance. If an employee takes time off for a bona fide illness or any time off that would otherwise qualify as sick leave, the Direct Supervisor may permit but not require the use of a Time Variance. If an employee is unable to meet the additional work requirement of a Time Variance when required by a Supervisor for non-sick leave time off, the employee may receive a reduction in pay for the time off, calculated as follows:
[(Scheduled Hours – Hours Worked) / Scheduled Hours] x Weekly Pay Rate
Flex Schedule Option
When an employee is required to attend a scheduled event that extends beyond their normal working hours, the supervisor may approve a flex schedule. This allows the employee to adjust their work hours within the same pay period to accommodate the extra time worked. Supervisors must ensure that any flex scheduling adheres to a 40-hour workweek limit, and any flex schedule that would result in more than 40 hours of work in any workweek must be approved in advance by the Superintendent or their designee.
Compliance and Documentation
Employees are responsible for properly documenting any extra hours worked, and supervisors must ensure compliance with this policy.
References:
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