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THE SUPERINTENDENT OR DESIGNEE, WITHIN GUIDELINES 
SET OUT IN FEDERAL REGULATIONS, SHALL DETERMINE 
THE CLASSIFICATION OF POSITIONS OF EMPLOYEES AS 
“EXEMPT” OR “NONEXEMPT” FOR PURPOSES OF COMPLI-
ANCE WITH THE FAIR LABOR STANDARDS ACT (FLSA).   

THE DISTRICT SHALL PAY EMPLOYEES WHO ARE EXEMPT 
FROM THE OVERTIME PAY REQUIREMENTS OF THE FLSA ON 
A SALARY BASIS.  THE SALARIES OF THESE EMPLOYEES 
ARE INTENDED TO COVER ALL HOURS WORKED, AND THE 
DISTRICT SHALL NOT MAKE DEDUCTIONS THAT ARE PRO-
HIBITED UNDER THE FLSA. 

AN EMPLOYEE WHO BELIEVES DEDUCTIONS HAVE BEEN 
MADE FROM HIS OR HER SALARY IN VIOLATION OF THIS 
POLICY SHOULD BRING THE MATTER TO THE DISTRICT’S 
ATTENTION, THROUGH THE DISTRICT’S COMPLAINT POLICY.  
[SEE DGBA]  IF IMPROPER DEDUCTIONS ARE CONFIRMED, 
THE DISTRICT WILL REIMBURSE THE EMPLOYEE AND TAKE 
STEPS TO ENSURE FUTURE COMPLIANCE WITH THE FLSA. 

NONEXEMPT EMPLOYEES MAY BE COMPENSATED ON AN 
HOURLY BASIS OR ON A SALARY BASIS.  EMPLOYEES WHO 
ARE PAID ON AN HOURLY BASIS SHALL BE COMPENSATED 
FOR ALL HOURS WORKED.  EMPLOYEES WHO ARE PAID ON 
A SALARY BASIS ARE PAID FOR UP TO AND INCLUDING A 
40-HOUR WORKWEEK.   

IT IS THE GOAL OF THE DISTRICT TO HOLD OVERTIME 
WORK TO A MINIMUM.  WHEN OVERTIME IS NECESSARY, A 
NONEXEMPT EMPLOYEE SHALL REQUEST THE APPROVAL 
OF HIS OR HER SUPERVISOR BEFORE WORKING OVERTIME.  
AN EMPLOYEE WHO WORKS OVERTIME WITHOUT PRIOR 
APPROVAL IS SUBJECT TO DISCIPLINE BUT SHALL BE 
COMPENSATED IN ACCORDANCE WITH THE FLSA. 

FOR PURPOSES OF FLSA COMPLIANCE, THE WORKWEEK 
FOR DISTRICT EMPLOYEES SHALL BEGIN AT 12:00 A.M. 
SUNDAY AND END AT 11:59 P.M. SATURDAY. 

SUPERVISORS OF NONEXEMPT EMPLOYEES SHALL EN-
SURE THAT EMPLOYEES PERFORM WORK DURING THE 
SCHEDULE OF HOURS ON DUTY AS OUTLINED IN 
DK(REGULATION).  IT IS OFTEN NECESSARY, HOWEVER, IN 
THE COURSE OF NORMAL OPERATIONS, FOR AN EMPLOY-
EE TO BE REQUIRED TO WORK AN ALTERNATIVE FLEX 
SCHEDULE. 
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A FLEX SCHEDULE IS DEFINED AS WORKING THE SAME TO-
TAL NUMBER OF HOURS PER WORKWEEK BUT AT DIFFER-
ENT AMOUNTS PER DAY.  FOR EXAMPLE, AN EMPLOYEE 
MAY WORK TEN HOURS ONE DAY AND SIX HOURS THE 
NEXT.  UNLESS THE TOTAL AMOUNT OF HOURS EXCEEDS 
40 HOURS IN A SINGLE WORKWEEK, NO OVERTIME SHALL 
BE ACCUMULATED. 

IT IS THE GOAL OF THE DISTRICT NOT TO PERMIT THE AC-
CUMULATION OF COMPENSATORY TIME UNLESS EXTENU-
ATING CIRCUMSTANCES EXIST.  WHEN A NONEXEMPT EM-
PLOYEE WORKS MORE THAN 40 HOURS DURING A 
WORKWEEK, COMPENSATORY TIME OFF IS ACCUMULATED 
AT ONE AND ONE-HALF TIMES THE NUMBER OF HOURS 
WORKED OVER 40 HOURS.  TIME WORKED INCLUDES AC-
TUAL WORK PERFORMED, EXCLUSIVE OF LEAVES OF AB-
SENCE OR OTHER NONWORK PERIODS. 

ALL NONEXEMPT EMPLOYEES, INCLUDING NONEXEMPT 
EMPLOYEES WHOSE RESPONSIBILITIES INCLUDES WORK 
IN A PUBLIC SAFETY ACTIVITY, AN EMERGENCY RESPONSE 
ACTIVITY, OR A SEASONAL ACTIVITY, MAY ACCRUE A MAXI-
MUM OF 120 HOURS OF COMPENSATORY TIME OFF. 

ANY NONEXEMPT EMPLOYEE WHO HAS ACCRUED THE 
MAXIMUM NUMBER OF COMPENSATORY TIME HOURS 
SHALL BE PAID OVERTIME FOR ADDITIONAL OVERTIME 
HOURS WORKED IN EXCESS OF THE MAXIMUM ALLOWABLE 
NUMBER. 

COMPENSATORY TIME OFF SHALL BE ACCRUED BY THE 
NONEXEMPT EMPLOYEE, UNLESS THE EMPLOYEE EX-
PRESSES AN UNWILLINGNESS TO ACCEPT THE COMPEN-
SATORY TIME OFF IN LIEU OF OVERTIME PAY BEFORE THE 
PERFORMANCE OF THE WORK, AND THE DISTRICT, AT ITS 
DISCRETION, ALSO MAINTAINS THE AUTHORITY TO PAY ANY 
EMPLOYEE OR A GROUP OF EMPLOYEES MONETARY 
OVERTIME PAY IN LIEU OF COMPENSATORY TIME. 

ANY NONEXEMPT EMPLOYEE WHO HAS ACCRUED COM-
PENSATORY TIME OFF SHALL BE PERMITTED BY THE EM-
PLOYEE’S SUPERVISOR TO USE SUCH TIME WITHIN A REA-
SONABLE PERIOD AFTER MAKING A REQUEST IF THE USE 
OF THE COMPENSATORY TIME DOES NOT UNDULY DISRUPT 
THE OPERATIONS OF THE DISTRICT. [SEE DEC(LOCAL)] THE 
EMPLOYEE AND THE EMPLOYEE’S SUPERVISOR ARE EN-
COURAGED TO USE THE COMPENSATORY TIME ACCRUED 
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AS SOON AS POSSIBLE AFTER IT IS EARNED.  IN DETERMIN-
ING WHETHER TO ALLOW AN EMPLOYEE TO USE COMPEN-
SATORY TIME OFF AT THE SPECIFIC TIME REQUESTED, THE 
FOLLOWING FACTORS MAY BE CONSIDERED: 

1. CUSTOMARY WORK PRACTICES WITHIN THE DISTRICT; 

2. NORMAL WORK SCHEDULES; 

3. ANTICIPATED PEAK WORKLOADS BASED ON PAST EX-
PERIENCE; 

4. EMERGENCY REQUIREMENTS FOR STAFF AND SER-
VICES; 

5. THE AVAILABILITY OF QUALIFIED SUBSTITUTES; AND 

6. THE DISTRICT’S ABILITY TO PROVIDE SERVICES OF 
ACCEPTABLE QUALITY AND QUANTITY DURING THE 
TIME REQUESTED WITHOUT THE USE OF THE EM-
PLOYEE’S SERVICES. 

IN THE EVENT THAT SUCH A REQUEST CANNOT BE GRANT-
ED WITHIN A REASONABLE PERIOD BY THE SUPERVISOR, A 
REQUEST FOR MONETARY COMPENSATION SHOULD BE 
SUBMITTED IN WRITING BY THE EMPLOYEE TO THE SUPER-
INTENDENT OR DESIGNEE FOR APPROVAL. 

ALL ACCRUED AND UNUSED COMPENSATORY TIME AS OF 
JUNE 30 SHALL BE COMPENSATED AT THE EMPLOYEE’S 
CURRENT RATE OF PAY.  UNDER EXTENUATING CIRCUM-
STANCES, NONEXEMPT EMPLOYEES MAY BE PERMITTED 
BY THE IMMEDIATE SUPERVISOR TO CARRY FORWARD NO 
MORE THAN 20 HOURS OF COMPENSATORY TIME INTO THE 
FOLLOWING SCHOOL YEAR.  ANY COMPENSATORY TIME 
CARRIED FORWARD MUST BE USED BY DECEMBER 31 OF 
THE ENSUING SCHOOL YEAR.  ANY CARRIED OVER COM-
PENSATORY TIME REMAINING AFTER DECEMBER 31 OF THE 
ENSUING SCHOOL YEAR SHALL BE PAID AT THE EMPLOY-
EE’S CURRENT RATE. 

UPON TERMINATION OR RETIREMENT OF A NONEXEMPT 
EMPLOYEE, ALL ACCRUED COMPENSATORY TIME SHALL 
BE PAID AT THE HIGHER OF THE: 

1. EMPLOYEE’S CURRENT RATE OF PAY; OR 

2. THE AVERAGE REGULAR RATE RECEIVED BY THE EM-
PLOYEE FOR THE LAST THREE YEARS OF EMPLOY-
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MENT. 

VOLUNTEER WORK THAT IS RELATED TO A PERSON’S 
REGULAR JOB IS NOT CONSIDERED VOLUNTARY AND MUST 
BE COMPENSATED APPROPRIATELY.  SUPERVISORS SHALL 
ENSURE THAT EMPLOYEES ARE NOT PERMITTED TO VOL-
UNTEER FOR THE SAME TYPE OF SERVICES THAT THEY 
ARE CURRENTLY PERFORMING FOR THE DISTRICT. 

 


	CLASSIFICATION OF POSITIONS
	EXEMPT
	NONEXEMPT

	WORKWEEK DEFINED
	FLEXTIME
	COMPENSATORY TIME
	USE

	TERMINATION / RETIREMENT OF NONEXEMPT EMPLOYEE
	VOLUNTEER WORK

