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1. PURPOSE 
 

1.1 To establish administrative policy for the authorization, accumulation, and pay-off of overtime 
compensation.  To ensure that the City is in compliance with the Fair Labor Standards Act. 

 
2. SCOPE 
 

2.1 This regulation applies to all managerial City departments.  Other departments are requested 
to use this regulation. 

 
3. POLICY 
 

3.1 Civil Service Policy 
 

Refer to Personnel Manual Index Code H-4.  Overtime benefits and policies are affected by 
the Fair Labor Standards Act which distinguishes between exempt (not covered by the Act) 
and non-exempt employees (covered by the Act).  Personnel Regulation H-4 sets forth a list of 
all exempt and non-exempt employees which should be consulted in the application of this 
policy.  The City reserves the right to change this policy if it is determined that the Fair Labor 
Standards Act FLSA) no longer applies to local governments or if applicable laws or 
regulations change. 

 
3.2 Administrative Policy 

 
  3.21 Authorization: 
 

 Overtime will be authorized at the discretion of the Department Head or designated 
representative according to the guidelines in Personnel Manual Index Code H-4.  All 
overtime must be pre-approved in writing by the Department Head or designated 
representative or be in conformance with departmental operating instructions which 
authorize overtime in certain emergency situations. 

 
(Supersedes Administrative Regulation 95.01, Issue 2, effective October 1, 1982) 
______________________________________________________________________________________________________ 
Authorized 
 
                             (Signed by Sylvester Murray)                      (Signed by Rich Snapper) 
                   ___________________________________________________________   _______________________________________________________ 

                    CITY MANAGER          PERSONNEL DIRECTOR 
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3.22 Method of payment: 

 
Overtime will be paid or compensatory time given at the discretion of the Department 
Head or designated representative subject to the availability of funds and workload 
considerations.  In most cases the method of payment, cash or compensatory time, is 
within the discretion of the Department Head or designated representative.  (For 
exceptions refer to Personnel Manual Section H-4, overtime). 

 
3.23 Accumulation: 

 
Compensatory time may be accumulated at the discretion of the Department Head or 
designated representative. 

 
a. A maximum of forty-five (45) hours compensatory time per individual (or a 

maximum of four shifts for employees working non-standard work schedules) 
may be accumulated in any one year.  The approval of the City Manager’s 
Office (or non-managerial Department Head) is required for accumulations 
exceeding this maximum. 

 
b. Compensatory time balances shall be reduced to forty-five (45) hours as of 

June 30 each year unless an exception is granted by the City Manager’s Office 
(or non-managerial Department Head).  Considerations for such exception may 
include emergency workload at the end of the year, resulting in a great amount 
of compensatory time. 

 
c. If sufficient funds are not available to pay employees for accumulated 

compensatory time at the end of the fiscal year or if workload requirements do 
not permit the granting of compensatory time off at the end of the fiscal year, 
compensatory time accumulated during the last half of any given fiscal year 
may be used or paid for within the following fiscal year at the discretion of the 
Department Head and with the approval of the City Manager’s Office (or non-
managerial Department Head). 

 
d. When employees are promoted or transferred to another department, 

accumulated compensatory time should be “cashed out” unless the receiving 
Department Head is agreeable to accepting the obligation of the accumulated 
time. 
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3.24 Casual Overtime: 

 
Department heads shall ensure that non-exempt employees do not work unpaid casual 
overtime, such as starting work early, working late, or working during lunch.  All time 
worked in excess of the employee’s normal schedule must be pre-approved and 
compensated. 

 
  3.25 Unusual Work Schedules: 
 

Any long-term work schedule which involves the assignment of non-exempt 
employees to work more than 5 days consecutively or to work more than 40 hours in a 
7-day work period must be reviewed and approved by the City Manager’s Office. 

 
  3.26 Stand-By Pay: 
 

Any non-exempt employee assigned to stand-by shall not be required to stay at home 
during these periods.  Such employees will be provided with pagers or will be required 
to provide a phone number where they can be reached for callback. 

 
3.27 Record Keeping: 

 
Departments will ensure that for all non-exempt employees, accurate records are 
maintained. Every employee will be required to sign a time card or other record which 
accurately reflects actual time worked.  For FLSA purposes the City has adopted a 
standard work week beginning 12:01 a.m.  Friday morning and ending at 12:00 
midnight, Thursday.  Exceptions to this work week schedule are appropriate for 
employees who work unusual work schedules or work hours.  Appointing authorities 
are required to establish and maintain a list of those employees or groups of employees 
who are exceptions to the standard City work week.  This list must include the time of 
day and day of the week that the work week begins for the employee(s).  This list must 
be retained for three years. 
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APPENDIX 

 
Legal Reference 
 
Salary Ordinance 
Personnel Manual Index Code H-4 
 
Subject Index 
 
Compensation - Overtime 
Overtime Compensation  
 
Administering Department 
 
Personnel Department 
 


