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Equal Education and Employment Opportunities M/F/D

Overtime and Comp Time - Authorization

All overtime and compensatory time shall be prior approved by the immediate supervisor.  Additional signatures are required as indicated in the table below:  

COMP TIME PROCEDURES

Comp Time Requests for: Teacher, Secretary, Maintenance, and 

Other School Personnel

1. Complete C-time request  (Individual or Group)

2. Principal approves

3. Fax to Supervisor for final approval

4. Supervisor signs

5. Supervisor faxes approval back to the school

6. C-time approval is attached to employee’s timesheet and mailed to  

Personnel /Payroll Officer
Comp Time Request for:  Principal

1. Complete Individual C-time request

2. Fax to Supervisor for approval

3. Supervisor signs and faxes to Frankfort for approval

4. Executive Director or his designee signs 

5. C-time approval is faxed back to the school

6. C-time approval is attached to the principal’s timesheet and sent to Personnel/Payroll Officer
(Comp Time Procedures section amended 10-12-06)
Most 151B employees are not eligible for overtime and cannot be paid for hours above their normal thirty-seven and one-half (37.50) hours workweek. 151B employees who are exempt under FLSA standards may request compensatory time on an hour for hour basis when working over 37.5 hours in a work week.    When a teacher is requested to teach a program for industry in addition to his/her normal daily classroom assignment, a dual employment position can be requested, in advance, to facilitate payment for the separate assignment hours (see Dual Employment below).  

Most 18A employees are eligible for overtime.  Non-Exempt 18A employees MUST choose how they want to be compensated for time worked over forty (40) hours per week:  

(a) Pay at 1.5 of their hourly rate or 

(b) Compensatory accrual at 1.5 hours, for every hour worked over forty (40).  
Hours between thirty-seven and one-half (37.50) hours and forty (40) hours in a single workweek will be accrued as straight compensatory time of two and one-half (2.50) hours. 

The choice is for six (6) months at a time and cannot be changed until the end of that six (6) months period.  

· Time and a half of pay or compensatory time is only eligible when those hours “physically” worked exceed forty (40) hours in a workweek (compensatory time awarded for holidays, voting leave, etc. cannot be considered when calculating the 1.5 factor.)  

· An example would be Labor Day week:

· 7.5 Holiday Hours and 30 Hours “physically” worked

· If the employee had to work on a special project, he/she would have to “physically” work ten (10) additional hours to have physically worked forty (40) hours.  Anything above the forty (40) hours would then fall under the one and one-half (1.5) compensation plan applicable to the non-exempt employee.  

Monitoring Compensatory Hours:

· 151B:  Exempt 151B employees can only accrue up to 200 hours (anything above that is not recognized by the payroll system.)  Time should be monitored and used effectively.

· 18A:  When compensatory time reaches 240 hours for a non-exempt 18A employee, the system will generate a block 50 payment for 50 of those hours http://personnel.ky.gov/stemp/emphb/     18A Employee Handbook).  Time, work assignments and leave should be monitored.  

·  Also see:  http://personnel.ky.gov/stemp/emphb/comp.htm  Compensatory Leave time & Overtime Pay

Compensatory Leave and Overtime (151B, 780 KAR 3:072, Section 2) http://www.lrc.state.ky.us/kar/780/003/072.htm
Compensatory time and overtime must be prior approved.  (See Compensatory Time Approval Form)  The amount of overtime or compensatory time is determined by the status of the employee/classification as exempt or non-exempt under the Fair Labor Standards Act.   Contact the personnel office for information regarding status as exempt or non-exempt for a specific employee/position.  

18A:

18A Employees should reference current Employee Handbook.  

http://personnel.ky.gov/stemp/emphb/     

151B:
Most 151B employees are classified as Exempt and do not have the time and a half option.  151B EXEMPT employees do not have the 1.5 compensatory option available to them for a regular work week, only 1.5 pay through the dual employment position.

The 151B Exempt employee earns APPROVED compensatory time on an hour for hour basis, when activities require that they extend their workweek beyond the thirty-seven and one-half (37.5) hours.  http://www.lrc.state.ky.us/kar/780/003/072.htm
200 hours of compensatory time is the maximum amount a 151B exempt employee may accumulate.  http://www.lrc.state.ky.us/kar/780/003/072.htm  (Section 2, Subsection 2) 

Accrual of Compensatory Leave and overtime

(a) An appointing authority shall comply with the overtime and compensatory leave provisions of the Fair Labor Standards Act (FLSA), 29 USC Chapter 8.  http://www.dol.gov/elaws/flsa.htm
(b) An employee who is directed to, or who requests and is approved to work in excess of the prescribed hours of duty shall be granted compensatory leave and/or paid overtime subject to the provisions of the FLSA, the Kentucky Revised Statutes and this administrative regulation.

(c) “Exempt” employees under the provision of the FLSA, shall accumulate compensatory time on an hour-for-hour basis for hours actually worked in excess of the regular workweek. 

(d) “Non-Exempt” employees shall be paid or granted compensatory time for all hours worked in excess of forty (40) hours per week.

(e) Compensatory leave shall be accumulated or taken off in one-quarter (1/4) hour increments.

(f) The maximum amount of compensatory leave that may be carried forward from one pay period to another shall be 200 hours for the 151B employee.  

http://www.lrc.state.ky.us/kar/780/003/072.htm Section 2, paragraph (f)

(g) An employee who is transferred or otherwise moved from one state agency to another shall retain the compensatory leave in the receiving agency.

Reductions in Compensatory Leave Balances:

· An employee who has a balance of at least 100 compensatory leave hours may be required to use compensatory leave before annual leave, unless the employee’s annual leave balance exceeds the maximum that may be carried forward under this administrative regulation, and shall otherwise allow the use of compensatory leave if it will not unduly disrupt the operations of the agency.

· If any employee’s prescribed hours of duty are normally less than forty (40) hours per week, the employee shall receive compensatory leave for the number of hours worked that:

1. Exceed the number of normally prescribed hours of duty; and

2. Do not exceed the maximum amount of 200 compensatory hours.

· Upon separation from state service, an employee shall be paid for all unused compensatory leave.

· Christmas Break and Spring Break – 151B Employees (780 KAR 3:080) - An employee may either work during these periods or be on some form of approved leave.  If the employee desires to work during this period, he may do so only upon the submission of a work plan by the employee and the approval of the plan by the employee’s supervisor prior to the initiation of the work.  http://www.lrc.state.ky.us/kar/780/003/080.htm
· Christmas Break and Spring Break – 18A Employees 

18A Employees may take leave during Spring Break and Christmas Break or 
be on an approved work plan.
· All certified and equivalent employees shall be permitted to use accumulated compensatory time when practicable and requested in advance and if approved by the respective supervisor.

· Death of an Employee – the estate will be paid for compensatory leave.

Dual Employment 

When a full-time employee, primarily 151B, is requested to teach a class for industry that is separate from his normal workday duties, the employee must be on Dual Employment to be compensated.  This is a position, separate from the full-time position, with an hourly pay rate.  The salary is based on the hourly rate of the full-time position, and can go up to 1.5 times the hourly rate.  This type of industry program must be cost recovery.  

· Written justification is required to establish a position and appoint an employee.  Justification should include program need and funding source.  Forward to ABO Personnel/Payroll Officer.  

· Dual employment is limited to 420 hours per school year.  

· An alternative to dual employment would be for the school principal to utilize flexible scheduling for employees, if possible. 
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