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HUMAN RESOURCE POLICY GUIDELINES
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I.
PURPOSE

To provide guidelines for administration of the overtime and compensatory time off policy in compliance with applicable Federal and State wage and hour regulations.

II.
SCOPE

The portion of this policy regarding overtime compensation applies to all hourly, non-exempt employees; the portion regarding compensatory time applies only to support personnel.

III.
POLICY

Based upon the normal shift schedule, full-time operations personnel assigned to shift shall normally be scheduled for hours that qualify for overtime payment as regulated by the overtime provisions of the Fair Labor Standards Act.  Additionally, HFD may at times require operations or support employees to work overtime when deemed necessary by a supervisor.  Non-exempt employees shall either receive payment for overtime or accrue compensatory time in accordance with the overtime provisions of the Fair Labor Standards Act.

IV.
DEFINITIONS

A.
Operations personnel (assigned to shift) – Overtime is defined as all work performed in excess of 182 hours in the 24-day work period.

B.
Support personnel – Overtime is defined as all work performed in excess of 40 hours in the workweek.

V.
GUIDELINES

A.
Prior approval by the Fire Chief is required for employees working any non-emergency overtime that is above and beyond the normal work schedule.  The officer in charge of staffing may assign overtime as needed to meet minimum staffing requirements.

B.
The overtime and compensatory time rate is defined as one and one-half times the regular hourly rate.

C.
Overtime shall be rounded to the nearest fifteen minute increment. 

D.
Support personnel shall have the choice of either receiving overtime compensation or accruing compensatory time.  However, the maximum accrual of compensatory hours shall be 24.

E.
The Fire Chief may grant the use of their compensatory time off when staffing levels allow.  Prior scheduled vacation, holiday, or sick leave shall take precedence over compensatory time use.

F.
Paid leave (excluding holidays) shall be included in computing the number of hours worked for purposes of the computation of overtime pay for operations personnel.

G.
Operations personnel, including employees with exempt classification, will be paid their normal wages for hours worked during their regularly scheduled work hours while assigned to State or Federal Co-Op fire assignments, and they shall be paid time and one half time for hours worked beyond their regularly scheduled work hours. Operations personnel providing backfill for personnel on State or Federal Co-Op fire assignments will be paid time and one half time for any hours worked beyond their regularly scheduled hours.
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