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SUBJECT: OVERTIME COMPENSATION FOR NON-SAFETY MANAGEMENT
EMPLOYEES AND ADMINISTRATIVE LEAVE
PURPOSE:

To establish uniform guidelines for the granting of compensation for overtime worked by
Non-Safety Management Employees and for the granting of administrative leave.

POLICY:

1. Over-time Compensation for Non-Safety Management

For purposes of overtime compensation, Non-Safety Management employees shall
be designated as First Level Management, Second Level Management or
Executive Management.

a. First Level Management - This designation shall be limited to those
management classifications shown on the attached list that are considered to
have first line supervisory responsibilities.

Employees in First Level Management classification shall be paid for scheduled
or emergency work beyond regular working hours at the rate of one and one-
half (1 '2) times their hourly rate except that emergency overtime work between
the hours of midnight and the start of the employee’s regular shift shall be paid
at the rate of two (2) time their hourly rate.

In lieu of cash payment, a First Level Management employee may request
compensatory time off for overtime worked, subject to approval of the
department head. Accrual of compensatory time off shall be limited at any
point in time to 100 hours of compensatory time which is determined by
multiplying the number of hours of overtime worked by the appropriate factor of
1 % or 2. Compensatory time accrued in excess of 42 hours shall be paid at
the end of each year.

Except for emergency situations requiring the immediate performance of work
beyond regularly scheduled hours, all overtime work must be approved in
advance by the department head.

b. Second Level Management - This designation shall include all other

management classifications list and will be limited to those management
classifications which are “exempt” under FLSA.
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