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1.
Purpose:

To make sure employees working extra hours beyond their schedule receive proper compensation.
2.
Rationale


Animal Services Staff are often times asked to work extra hours beyond their regular schedule and therefore a way of compensation needs to be in place.
3.
Policy



A.
Working Extra Hours
1. Only the shelter director or person in charge can authorize overtime.
2. Overtime should be taken in the form of compensation time when possible.

3.  The director can send an employee home whenever they have reached their forty (40) hour work week.
4. Holiday Hours:
i. An employee who helps clean on a holiday will receive a minimum of two (2) hours pay and will be paid the following pay period.

5. Compensatory Hours:

i. An employee can only carry twenty four (24) hours of compensatory time on their time card. When an employee reaches twenty four (24) hours of compensatory time, additional time must be paid.
ii. Should an employee work extra hours yet have not worked forty (40) hours within that week, the employee will be compensated for this time in the form of wages. This will be paid as straight time or the employee may be allowed to use that time to reduce the loss of vacation or sick leave usage.
iii. When an employee works extra hours, the employee will either use the hours that week or apply them to the time sheet for compensation. The employee will not be allowed to use the hours at a later date.

B.
Compensation for Donating Blood
1. When an employee gives blood that employee will be given up to four (4) hours of administrative leave. The employee must use those hours within one month of giving blood. 
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