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REGULAR NON-EXEMPT EMPLOYEE

COMPENSATORY TIME PROGRAM AGREEMENT
The following conditions govern the regular non-exempt employee compensatory time program which allows compensatory time to be earned in lieu of cash overtime:

1. Participation in the program must be voluntary and approved by the Department Head prior to the start of the overtime.

2. Compensatory time is leave earned at the rate of time and one half for hours over forty (40.0) in a pay week.

3. Compensatory time earned in lieu of overtime paid must be mutually agreed upon for each occurrence.

4. Applicable employees may earn up to a maximum of 240 hours of compensatory time. Applicable Police employees may also earn up to 240 hours. Departments must pay overtime for hours above these maximums.
5. Applicable employees who work overtime in a department other than their own will always receive overtime pay at the rate of time and one half.

6. Compensatory leave unused at the end of the pay period calendar year time frame will be paid in cash. 

7. Applicable employees need to record the actual hours worked over 40.0 for each pay week in the “COMP EARNED 2 WK TOTAL” section of the time sheet.

I have read the conditions of the Regular Non-Exempt Employee Compensatory Time Agreement and have had the opportunity to ask questions. My signature acknowledges acceptance of these conditions.

Forward original completed form to the Office of Human Resources.

Employee’s Name (print or type):  ________________________________________________

Employee’s Signature:  ________________________________ Date:  ___________________

Approved:
 _____

Disapproved:  _____
    ________________________________ Date:  ___________________

Department Head’s Signature 

****forward a copy of the signed & approved agreement to the Office of Human Resources****

Revised 11/03/2008  
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