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Below

       Florida Statute 1001.64

It is the policy of the District Board of Trustees that employees be eligible for overtime pay subject to established limitations.  The Board discourages overtime.  Overtime may be authorized only when it is not possible to adjust staffing patterns and/or employee work schedules to provide essential staffing.


History: Adopted: 7/9/85; Effective: 7/9/85; Revised: 7/14/87; 8/13/96; 10/06/06
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In accordance with Policy 6Hx12:8-06, all non-exempt employees as indicated in the salary schedule, shall be eligible for overtime pay.  Overtime credit will be given only after the employee completes, or is credited with, forty (40) hours of work in any work week.  Holidays will be considered eight (8) hours of work.  Sick or annual leave will not be considered hours worked.

For time worked in excess of forty (40) hours per work week, the rate of pay shall be one and one-half times the regular rate of pay or compensatory leave time equal to 1 1/2 times each hour of overtime worked.

In the event of an emergency officially declared by local, state, or national officials, non-exempt employees required to work overtime, shall be compensated for such overtime hours at twice their regular hourly rate for all overtime hours worked.
Non-exempt employees subject to call-in will be compensated a minimum of two (2) hours when responding to a call-in, even if the actual working time is less than the two (2) hours. If  less than two (2) hours, the actual time will be indicated on an overtime sheet with a notation that a minimum of two (2) hours are to be compensated.
To avoid overtime, supervisors, whenever possible, are expected to grant time off during the same work week for time in excess of that normally scheduled.

Supervisors requiring overtime to be worked must complete a Request for Overtime/Excess Straight Time form.  This request form is then presented to the employee for the employee to indicate their desire to earn compensatory time or payment at one and one-half times their regular rate of pay.  After the employee indicates the desired option, the employee must sign the form.  The 
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Request for Overtime/Excess Straight Time form is then signed by the appropriate supervisor and the appropriate vice president.  After the overtime is worked, the actual time worked will be certified on the bottom section of the request form and sent to Human Resources Development.
When the number of hours for which an employee is eligible to receive pay is more than 40 (based on the following formula: paid hours = hours worked + holidays + leave taken) but the employee has not actually worked more than 40 hours, an excess straight time situation occurs.  These situations must be handled in one of the following ways:

   
1.  
If there is annual leave, sick leave, personal leave or compensatory leave taken during that week, the employee may elect to have the hours charged against that leave reduced to reduce the total number of hours to 40.  This is to be indicated on the Request for Leave form and Human Resources Development must be notified to adjust the leave. 

   
2.  
If the employee does not elect to have the leave hours reduced, the Request for Overtime/Excess Straight Time form must be completed.  The form is then presented to the employee to indicate that they understand that they will be paid at their base rate of pay for the straight time hours in excess of 40 and sign.  The form is then signed by the appropriate supervisor and sent to Human Resources Development.

