Policy Memorandum 

Exempt Employees
1.  Compensatory time should be approved by the Dept. Head before the employee actually works.

2. The maximum compensatory time which may be accumulated shall be (160 hours).

3. Compensatory time should be used within a reasonable period of time (normally 60 days).

4. ALL earned compensatory time should be on file in the Human Resources Office.

5. Leave forms should be completed and approved prior to taking compensatory time.

6. Compensatory time will be granted in half-day increments.  Exempt employees will not be authorized compensatory time off for less than 4 hours of off-duty work.
Note: Employees will submit the compensatory time to the Human Resources Office in a timely manner.  Human Resources will enter this information into Access in order to track balances.
