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I. DEFINITIONS 
Exempt employees are all administrative and certificated employees of the district and are not 
eligible for overtime compensation under the FLSA.  

Non-exempt employees are all other classified employees of the district and are eligible for 
overtime compensation. 

Workweek is defined as the period beginning Monday morning at 12:01 a.m. and ending the 
following Sunday evening at midnight. 

Overtime represents time actually worked by a non-exempt employee in excess of forty-hours (40) 
during any workweek. All overtime is paid in wages at one and a half rate.  

Compensatory time represents time actually worked by a non-exempt employee in excess of forty 
(40) hours during any workweek that may be granted as leave time at a later date. All 
compensatory time is time and a half rate.  

II. COMPENSATORY TIME 
Compensatory time is to be worked out between the immediate supervisor and the employee. The 
employee has the right to refuse compensatory time without being subjected to reprimand. All 
used and unused compensatory time is to be recorded on the regular payroll sheet. An employee 
may not accumulate over eighty (80) forty 40 hours of compensatory time. Any overtime hours 
beyond the eighty (80) forty 40 compensatory hours must be recorded as overtime and paid in the 
next scheduled payroll. At the end of each fiscal year, all unused compensatory time will be paid 
out at time and a half.  At said time of employees employee’s termination or resignation, all 
remaining compensatory time will be paid to the employee.  

III. OVERTIME PAY 
"Overtime pay" is paid only for hours actually worked actually worked (bolded font) by a non-
exempt employee for more than forty (40) hours within a workweek as defined herein. Work in 
excess of eight hours in any workday is not overtime. Time off for vacation, holidays, leave, 
sickness, etc., are not included as hours actually worked. Each employee is responsible to record 
hours actually worked on a daily basis. Daily hours shall be, whenever possible, varied within a 
workweek to accomplish necessary workloads and to limit or eliminate the necessity for overtime. 
Failure to maintain an accurate log of hours actually worked or any misstatement of hours worked 
shall be a violation of this Policy.  

IV. WORK SCHEDULE 
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The building administrator shall schedule the departmental workloads to preclude the need for 
overtime whenever possible. An employee must receive the prior written approval of the building 
administrator to accrue overtime hours except in emergency situations. In case of emergencies 
that are unforeseen, the employee must notify the building administrator within three (3) working 
days after having accrued overtime hours to be eligible for overtime.  

V. FAIR LABOR STANDARD ACT (FLSA) 
Nothing in this policy in any way supersedes federal or state laws as found in the Fair Labor 
Standard Act. 


