by the Town Manager.

Section 12. Fair Labor Standards Act and Overtime Pay Provisions (Named Storm Exempt

Employee)

Employees of the Town can be requested and may be required to work in excess of their regularly
scheduled hours as necessitated by the needs of the Town and determined by the department head.
Overtime work should normally be approved in advance by the department head, Town Manager or
other designee.

To the extent that local government jurisdictions are so required, the Town will comply with the Fair
Labor Standards Act (FLSA). The Human Resources Officer shall determine and recommend to the
Town Manager which jobs are "non-exempt" and are therefore subject to the Act in areas such as
hours of work and work periods, rates of overtime compensation, and other provisions.

Non-Exempt Employees. Employees are expected to work during all assigned periods exclusive of
breaks or mealtimes. Employees are not to perform work at any time that they are not scheduled to
work, unless they receive approval from their department head or supervisor, except in cases of
emergency.

Non-exempt employees will be paid at a straight time rate for hours up to the FLSA established limit for
their position (usually 40 hours in a 7-day period; 171 hours for sworn police in a 28-day cycle and 212
for fire personnel in a 28-day cycle). Hours worked beyond the FLSA established limit will be
compensated in either time or pay at the appropriate overtime rate.

In determining eligibility for overtime in a work period, only hours actually worked shall be considered; in
no event will vacation, sick leave, or holidays be included in the computation of hours worked for FLSA
purposes. :

Whenever practical, departments will schedule time off on an hour-for-hour basis within the applicable
work period for non-exempt employees, instead of paying overtime. When time off within the work
period cannot be granted, overtime worked will be compensated in accordance with the FLSA.

Compensatory leave balances may not exceed 240 hours except for public safety employees (sworn
police) who may not accrue more than 480 hours. Any overtime worked after such maximum balances
must be compensated in pay. The Manager will be notified whenever a compensatory balance
exceeds 100 hours.

In emergency conditions, when long and continuous work is required over multiple days, the Town
Manager may approve special overtime compensation.

Exempt Employees and Named Storms. Employees in positions determined to be “exempt” from the FLSA (as

Executlve Admlmstratlve or Professional staff) are pald on a salary basis and will not recelve pay for hours

Except, during named storms ln—declared—disaster or emergency situations requiring long and
continuous hours of work, exempt employees will may be compensated at a rate of up-te time and one
half and/or be grahtedtime off with pay for rest and recuperation to ensure safe working conditions for

the duration of the named storm or emergency period. ;when-authorized-by-theFown-Manager-or
Town-Beoard-
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