Clearwater COG

EMPLOYEE OVERTIME POLICY

I.
POLICY

It shall be the policy of the CLEARWATER COG that overtime will be granted and worked in accordance with Federal and State laws.  Overtime will be granted only in response to the needs of the CLEARWATER COG, at the discretion of the Executive Director, and within fiscal resources of the CLEARWATER COG.  In all instances, the Executive Director of the CLEARWATER COG will have the sole right to make the final determination of when and where overtime is to be used.

II.
DEFINITIONS

A.
"Overtime" is defined as any supervisory approved time worked in excess of forty (40) hours in any one-calendar week.

B.
Effective July 1, 2007, for overtime purposes, active pay status only includes actual hours worked and holiday hours (not vacation, personal, sick, compensatory, or any other approved leave).
C.
"Shortage of staff" refers to those situations in which a department, unit or program is staffed below its approved normal minimum pattern.

III.
PROCEDURE

A.
When it becomes necessary to use staff for overtime within a given department, unit, or program, the person in charge of the department, unit, or program will contact his/her supervisor, stating the need.  The supervisor or department head must receive approval from the Executive Director or designee before any employee is permitted to work overtime.  The supervisor must ensure the completion and authorization of Rescheduled/Overtime/Compensatory Time  (attached) and obtain Executive Director or designee approval signature prior to working the overtime. If an emergency situation arises, approval may be obtained verbally by the Executive Director or designee and the form may be completed upon completion of the overtime hours to be submitted with timesheet for the period worked.   
B.
Overtime is set up on a departmental basis and only those employees who have indicated their willingness and availability to work overtime will be scheduled for overtime.

C.
If unable to arrange coverage for a given classification from the department or 

unit list, the department head will obtain coverage by requesting any available, qualified employee to work overtime.

D.
In instances when a person agrees and is scheduled to work overtime and it later becomes apparent he/she cannot work, this must be reported in the same manner as if calling in on a regularly scheduled workday.  Failure to do so will constitute a violation, which is subject to review by the Executive Director as possible grounds for disciplinary action.

E.
No employee shall work more than sixteen consecutive hours.

F.
Employees who take sick leave on the last scheduled work day before being asked to work overtime are not eligible in such instances to be called or to work overtime.

G.
Use of sick leave within the twenty-four (24) hour period after working overtime will be brought to the employee's attention by his/her supervisor.  
IV.
COMPENSATION

A.
Unless exempted by paragraph IV-E, all Clearwater COG employees are entitled to overtime compensation for any authorized overtime work, in excess of forty (40) hours in active pay status in any one-calendar week.

B.
Employees who work overtime will receive overtime pay/compensatory time at the conclusion of the next pay period.  However, when an employee has earned compensatory time for less than 0.25 hours, they will receive overtime pay.


C.
Employees who work overtime must complete the approved “Authorization of Re-Scheduled/Overtime/Compensatory Time” (attached) after completion of shift. 


D.
The proper overtime rate will be determined by the established hourly rate of the employee, including any pay supplements, in accordance with the approved salary schedule of the CLEARWATER COG.


E.
The Executive Director has the right to submit to the CLEARWATER COG an overtime-exempt list, enumerating specific positions, which will be exempt from all provisions of this directive.  Such positions must be professional, administrative, or executive in nature.  Such positions will be considered overtime exempt.  The overtime exemption will continue for the designated position until the Executive Director requests a change.  An employee whose position is not exempt in this manner will be entitled to overtime compensation.

F.
The following classifications will be on the overtime-exempt list:



1.
Administration

Executive Director
Director of Fiscal Operations
Manager of Quality Assurance


2.
Professional
Quality Assurance Registered Nurse
Investigative Agent

MUI Specialist

G.     The following classifications are overtime eligible:



Administrative Assistant



Provider Support Specialist 


Program Specialist



Quality Assurance Coordinator

V.
IMPLEMENTATION

This directive becomes effective on the board-approved date indicated below and rescinds all previous directives and memoranda on the subject.

Board approved date 
   09     02     08     
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