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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES 

POLICIES AND PROCEDURES

OVERTIME PAY FOR NON-EXEMPT EMPLOYEES 

I.
POLICY

1.00
GENERAL STATEMENT

1.01
Overtime shall be paid at the rate of 1.5 times the base rate for all hours worked in excess of 40 hours during the normal workweek.

1.02
Only hours actually worked count towards the 40-hours-per-week test for overtime.  Time that is paid for but not worked does not count toward the forty hours (i.e. vacation, sick leave, personal day etc.).

1.03
Paid college holidays do count toward the 40-hours-per week test for overtime.

1.04
All overtime must be requested, or authorized in advance, by the employee’s supervisor.  This includes work by remote access, cellphone, smartphone, or other means of communication with others.
1.05
Overtime will be computed based on the workweek beginning Saturday and ending Friday.

1.06
Travel time commuting to and from work cannot be counted as time worked by an employee.

1.07
Time spent in out-of-town travel that takes place in a single day counts in determining the number of hours worked that day.

1.08
In out-of-town trips that include overnight stays, only those hours spent traveling during the employee’s normal working hours are included in the hours worked.  
1.09
Off-the-clock work is not permitted.  It is the responsibility of the supervisor to make sure that all work is controlled and properly compensated.
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