PERSONNEL POLICIES
OVERTIME COMPENSATION                                                         POLICY GDBB
It shall be the policy of the Carteret County Board of Education to authorize payment for overtime wages in emergency situations or on occasions when it is necessary to work overtime to accomplish its goals and objectives.

OVERTIME COMPENSATION:  FAIR LABOR                   REGULATION GDBB
STANDARDS ACT COMPLIANCE
Introduction
Periodically, situations arise that require personnel to work overtime.  Although the use of overtime is generally discouraged because of budgetary implications, there are occasions when it becomes necessary for certain employees to work over-time to accomplish the goals and objectives of the Board of Education.  Under these conditions, the Board of Education compensates employees in accordance with the Fair Labor Standards Act.

EMPLOYEE STATUS

Exempt and Non-Exempt Personnel
Employees exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act include:

     
1.  
Superintendents;

     
2.  
Assistant and Associate Superintendents;

     
3.  
School Finance Officers;

     
4.  
Principals, Assistant Principals and Supervisors;

     
5.  
All licensed employees; and

     
6.  
Plant Operations, Food Service and Transportation

         

Supervisory Personnel.

Employees not exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act include:

     
1.  
Clerical and Secretarial Employees;

    
2.   
Non-supervisory Custodial, Food Service and 



Maintenance Employees, including  Leadmen; 

     
3.  
School Bus Drivers and

     
4.  
Teacher Aides.

OVERTIME AND COMPENSATION

Definitions
Overtime is defined as a condition in which a non-exempt employee works "over 40 hours" in a workweek, excluding holidays, or any form of leave (sick, vacation, personal, civil, etc.). 

A workweek is seven consecutive 24 hour periods beginning at 12:01 a.m. on Monday morning and ending at 12:00 midnight on the following Sunday.

A pay period is from a specific date in one month to that same date in the following month (normally the last day of the month for non-exempt employees).

Compensatory Time is time off the job taken in lieu of compensation for hours of work time.

Working Overtime
All overtime worked by non-exempt employees must be approved in writing by the Superintendent or his designee.

Exception:  Overtime will be paid in emergency situations as requested by a Principal or Plant Operations Director.  Additionally, each Principal is allowed overtime hours for custodial services and Plant Operations is allowed two hours per week maximum for maintenance  leadmen for planning, plan review, work scheduling, conferences, and other activities not requiring a trades helper's presence.

Overtime Compensation
When overtime is worked, there are two (2) ways that an employee may be compensated for the time worked:


1.  
The employee may be paid time and one-half for all work hours over forty per work week, or

     
2.  
The employee may be given time off as follows:

         

A.  
Within the same work week, equal time.

 (This condition really is not overtime but represents a rearranged work schedule. An example would be where an employee may work 12 hours for three days and 4 hours for a fourth day rather than working five 8 hour days any of which would be 40 hours and not over 40.)

         

B.  
Outside the workweek, but within the pay period, time and one-half.  (An example is the employee who works 44 hours in one week, the following week would work 34 and be given 6 hours (1 1/2 x 4) for the 4 hours worked the previous week.)

The method of payment (whether compensation or compensatory time) must be approved in advance by the Superintendent or his designee.  All compensatory time must be taken within the pay period in which it is earned.   Absolutely no accrual of compensatory time will be allowed.
Overtime Monitoring
The following positions will be responsible for monitoring over-time and assuring compliance with Board of Education policy:

          
AREA                     


RESPONSIBLE POSITION

   
School Based Personnel            
School Principal

   
Maintenance Personnel             
Maintenance Supervisor

  
Transportation Personnel          
Transportation Supervisor

  
Warehouse Personnel               
Warehouse Supervisor

   
Central Office Personnel          
Superintendent or His Designee

Overtime Authorization
Overtime authorization can be for short or long duration.  An example of short duration would be where a secretary is required to work on Saturday to complete a manual on a specific project.  The approval form for this is the General Overtime Authorization form shown in Exhibit A.  Periodically,  maintenance will become involved in a project which requires extensive use of overtime when school is out for vacation or emergency work on weekends.  For these projects, a separate Over-time Projects Authorization form as shown in Exhibit B is used.
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EXHIBIT A
GENERAL OVERTIME AUTHORIZATION
DATE:

TO:      
Superintendent

FROM:    
____________________________________



____________________________________

This is to advise that                              worked overtime on                    .  Beginning time         
and ending time             .  Total time worked        .  The justification for this time is as follows: 

COMPENSATION TIME

The above employee will take compensatory time as follows:

OVERTIME PAY

The above employee will be paid overtime.

Social Security Number                           
Time to Be Paid                                  
The above is in compliance with the Board Policy and Fair Labor Standards Act.

Date:______________________              Supervisor:_____________________________
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EXHIBIT B           
CARTERET COUNTY SCHOOLS
P.O. DRAWER 600

BEAUFORT, N.C.  28516

(919)728-4583

OVERTIME PROJECT AUTHORIZATION
PROJECT DESCRIPTION:_________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

WORK ORDER NUMBER:_______________

FUNDING SOURCE:_________________________________________________

________________________________________________________________

PROJECT APPROVAL: 
________________________________

                                       
SUPERINTENDENT

                                     
________________________________

                                

ASSOC. SUPT. BUSINESS OPERATIONS

                                

________________________________

                                  

DIRECTOR OF PLANT OPERATIONS





________________________________

                                            
PRINCIPAL





DATE:___________________________

SHOPS APPROVED TO WORK PROJECT:

  SHOP______________________

  SHOP______________________

  SHOP______________________

  SHOP______________________

PROJECT BEGINNING DATE:_________________________________________

PROJECT ENDING DATE:____________________________________________

ESTIMATED COSTS:________________________________________________
