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POLICY OVERTIME 

PROCEDURE NO. Human Resources-2 

DATE WRITTEN 11/2/2016 

DATE REVIEWED  

DATE REVISED 11/07/2019, 11/7/2022 

BOARD APPROVAL 11/14/2022 

STATEMENT OF PURPOSE:  

The purpose of this policy is to control labor costs by managing the expense of overtime 
pay to non-exempt employees of Loup Basin Public Health Department 

POLICY: 

Non-exempt employees are allowed to work a maximum of 40-hours per week. A non-
exempt employee working over forty hours per week must be paid for the additional time at 
one and one-half (1.5) times an employee’s regular rate of pay. Overtime must be 
preapproved by the Executive Director or his/her designee.  

On rare occasions, it may be necessary for a non-exempt employee to stay beyond regular 
working hours. In those instances, employees are expected to take an equivalent amount of 
time off prior to the end of the work week so that the total hours worked does not exceed 40 
in any given week. 

PTO hours, holiday pay, funeral leave, jury duty, military leave, voting leave and other 
personal hours are not considered hours worked and will not be applied to the 40-hour 
accumulation for overtime payment. For example, if the employee has worked 35 hours 
during the week and then works an additional 5 hours on a holiday, he/she will receive 40 
hours of regular pay for the hours worked, plus an additional 8 hours of regular pay for the 
holiday. If an employee has worked 40 hours during the week and then works an additional 
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3 hours on a holiday, he/she will receive 40 hours of regular pay, 3 hours of overtime pay 
and 8 hours of regular pay for the holiday.  

For purposes of calculating overtime for a week, Loup Basin Public Health Department’s 
work week begins at 12:01 a.m. on Sunday and ends at midnight on Saturday.  

Overtime pay will be added to an employee’s paycheck on the payroll following when it is 
earned.  
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