
KCTCS Human Resources Procedure #12 – Scheduling and Hours of Work Issues  

Relates to:  
KCTCS Administrative Policies:
· 2.0.2.1 Kentucky Community and Technical College System Employment

· 2.0.2.1.1 Employee Rights and Responsibilities

· 2.10 Faculty and Staff Tuition Waivers
· 2.14.1.4 Flex Leave
· 2.11.1.3.4 Internal Faculty Overload

· 2.15.1.8 Compensation for Overtime Hours Worked; Work Performed during Holidays, Institutional Closing, and Emergency Closing

· 2.19 Attendance/Hours of Work
· 2.19.1 Flex-Time

· 2.19.2 Work Schedule

· 2.19.3 Work Arrival and Departure

· 2.19.4 Reporting to Work

· 2.19.5 Rest Periods

· 2.19.6 Meal Periods 

KCTCS Business Procedure

· 5.1 Timesheets
Effective date:  April 3, 2007
Supersedes:       Human Resources Procedure # 12 dated December 5, 2005, entitled Scheduling and  

                           Hours of Work Issues 
In order to operate efficiently and effectively, it is necessary that KCTCS supervisors closely manage the scheduling and time worked by employees relative to workload demands so that overtime, flexible scheduling, compensatory time, and other leave time issues can be addressed in a timely, appropriate manner and in accordance with organizational policy and procedure, as well as all federal, state, and local laws.  Please communicate the following information to supervisors and monitor to ensure compliance:

Exempt and Non-Exempt Designation 

In accordance with the federal Fair Labor Standards Act, most employees in the U.S. shall be paid no less than the federal minimum wage for all hours worked and shall receive overtime pay at time and one-half the regular rate of pay for all hours worked over 40 hours in a workweek, unless their position has an exemption from receiving overtime pay. Employees in positions designated as non-exempt receive overtime pay in accordance with the FLSA.  In order to qualify for an exemption from receiving overtime pay, employees must be paid a minimum of $455 per week on a salary basis in addition to meeting certain tests regarding primary job duties.   In order for an exemption to apply, all requirements of the U.S. Department of Labor’s regulations regarding a position’s specific job duties and employee salary must be met.  If the requirements are met, employees in these positions are designated as exempt employees and are not subject to overtime pay. Position titles do not determine exempt or non-exempt designation.  All faculty positions are considered exempt positions based on salary and faculty duties.  Staff positions are either exempt or non-exempt positions.  Staff job specifications in the KCTCS Compensation and Classification plan designate whether each staff position is exempt or non-exempt. All non-exempt time sheets shall accurately reflect the hours worked each day.
Hours of Work 

As stated in KCTCS Administrative Policy and Procedure 2.19-Attendance/Hours of Work, an employee’s particular hours of work will be determined and assigned by their supervisor.  The hours of work may include mandatory overtime work when deemed necessary by the supervisor.  In addition, KCTCS Policy 2.19.2, Work Schedule, states in part that the normal work week for a non-exempt, full-time employee is thirty-seven and one-half hours.  This schedule may vary depending on faculty and staff workloads, time required to complete assignments, and scheduling needs. This includes non-teaching faculty who are subject to the departmental hours of service.   Employee work load and the department/office hours of service determine the hours of work for exempt faculty and staff.  Faculty work load is addressed in KCTCS Administrative Policy and Procedure 2.11–Work Load.    As stated in KCTCS Administrative Policy and Procedure 2.19.3-Work Arrival and Departure, an employee scheduled to work is expected to remain on the job performing the duties of the job until the completion of his/her scheduled work day.  In addition to complying with the hours of service that the department/office maintains, exempt employees are governed by completion of tasks as well as responsibility for assuring that projects are completed on time, which can require additional work time outside of the scope of normal work hours.  When these occasions arise, employees are expected to fulfill their responsibilities. 

Break Periods

As stated in KCTCS Administrative Policy 2.19.5, Rest Periods, employees are not required to work more than four hours without being permitted a rest period of fifteen minutes. These rest periods should be scheduled as nearly as possible to the middle of each four-hour work period.  The scheduling of rest periods should be arranged with the supervisor and communicated to coworkers in the area when applicable in order to maintain departmental and service objectives.  No reduction in salary shall be made for these rest periods.  These compensable rest periods may not be offset against other working time.

Meal Periods

KCTCS employees are granted a reasonable period of time for daily meal periods.  As stated in KCTCS Administrative Policy 2.19.6, Meal Periods, the meal period should be scheduled as nearly as possible to the middle of the work day.  In accordance with the FLSA and applicable state laws, employees shall not be required or permitted to take a meal break sooner than the third hour of work or later than the fifth hour of work.  Thirty (30) to sixty (60) minutes is considered adequate time for a bona fide meal period and employees are required to take a minimum of 30 minutes for meal period. The scheduling of meal periods should be arranged with the supervisor and communicated to coworkers in the area when applicable in order to maintain departmental and service objectives. Employees shall not perform work-related duties during meal periods. Meal periods are not counted as hours worked.

Overtime Work

Non-exempt employees are eligible to receive overtime pay of one and one-half (1 1/2 ) times the employee’s regular hourly wage for approved hours worked over forty (40) hours in one (1) week.  

Overtime hours will be computed only on those hours worked in excess of a forty (40) hour workweek.  Any hours worked between 37.5 and 40 hours in the week would be paid on a straight rate basis or may be exchanged for compensatory time off in accordance with the respective policy outlined below.  

For non-exempt employees who work a 37.5-hour workweek, work in excess of 37.5 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours.  For employees who are normally scheduled to work a 40-hour workweek, work in excess of 40 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours.  However, failure by the employee to request and receive approval to work excess hours does not relieve KCTCS from the obligation to grant the compensatory time; if the non-exempt employee has “suffered to work”, then by law the employer is obligated to grant the overtime pay due to the employee (unless compensatory leave time is applicable).  For circumstances in which an employee works excess hours, failure to obtain or to make a good faith effort to obtain advance approval from the supervisor, may result in disciplinary action. 

Exempt employees are not eligible for overtime pay.  

KCTCS Personnel System

In accordance with KCTCS Administrative Policy and Procedure 2.15.1.8-Compensation for Overtime Hours Worked; Work Performed during Holidays, Institutional Closing, and Emergency Closing, the following hours are counted as hours worked for the purpose of computing eligibility for overtime pay:

· TDL resulting from job-related injury absences

· Paid holidays

· Jury duty absences

· Vacation days

As stated above, sick leave (TDL) that is used as a result of a job-related injury is considered as hours worked for overtime pay calculation purposes. However, routine use of sick leave (TDL) is not considered hours worked for overtime pay calculation (i.e. employee illness, dependent illness, and doctor visits).

UK Personnel System

All paid leaves except temporary disability leave are counted as hours worked in computing eligibility for overtime pay.  Overtime hours must be authorized in accordance with procedures established by each vice president, as appropriate (Refer to UK policy 

Regarding compensation for overtime.)

18A/151B Personnel System

Nonexempt employees governed under the former administrative regulations for KRS Chapter 18A shall be paid one and one half (1 ½) times their regular hourly rate of pay for all authorized hours worked in excess of forty (40) hours per week in accordance with the Fair Labor Standards Act. Sick leave (TDL) is not counted as hours worked in computing eligibility for overtime pay. 
Overload Assignments
KCTCS Administrative Policy 2.11.1.3.4, Internal Faculty Overload, states criteria involved in faculty overloads.  In addition to the information on faculty overloads, staff members may have reason to participate in overload assignments based on similar criteria.  Staff overloads shall only be approved when the overload assignment does not interfere significantly with the duties and/or hours of work of the primary position.  
Compensatory Leave Time 

Compensatory leave time may be accumulated by employees according to the policies, procedures, and regulations of their governing personnel system.  Compensatory leave time is earned in accordance with the federal Fair Labor Standards Act, the Kentucky Revised Statutes,  and the respective administrative regulations, policies, and procedures.

18A/151B Personnel System

Administrative Regulations for former 18A Employees

Employees covered by 18A regulations are eligible to earn compensatory time.  Work in excess of 40 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours*.  
The employee’s election to utilize compensatory time in lieu of paid overtime must be in writing and must remain in force for at least six (6) months.  Completion of timesheets by employees is required in order for any compensatory time earned to be properly recorded.  Two hundred forty (240) hours is the maximum amount of compensatory hours that shall be carried over from one pay period to another. 

Exempt 18A-governed employees may accumulate compensatory leave time on an hour-for-hour basis for hours worked in excess of the regular work schedule.  Non-exempt 18A governed employees, may elect to accumulate compensatory time in lieu of overtime pay for hours in excess of forty (40) hours per week, on a 1.5 hour-for-hour basis.  Non-exempt work in excess of the prescribed hours of duty, but less than 40 hours per week, may be accumulated as compensatory time on an hour-for-hour basis.  

18A-governed employees not in policy-making positions are required to be paid for fifty (50) hours of compensatory leave time at their regular hourly pay, upon accumulating 240 hours of compensatory leave.  An employee not in a policy-making position may request payment for a block of unused compensatory leave time, after accumulating 151 hours.  This payment is at the discretion of the college, and shall be made in blocks of fifty (50) hours. 

 For 18A governed employees in policy-making positions, the regulations are silent regarding mandatory or voluntary payments for unused compensatory time. Upon separation of service, individuals are paid for all unused compensatory leave at the greater of their regular hourly rate of pay or at the average regular rate of pay for the final three years of employment.

Administrative Regulations for former 151B Employees

Employees covered by 151B regulations are eligible to earn compensatory time.  Work in excess of 40 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours.*  Compensatory leave is granted on an hour for hour basis and may be accumulated or taken in one-half hour increments. Two hundred (200) hours is the maximum amount of compensatory hours that may be accumulated.

 As a mechanism to manage levels of accumulated compensatory leave, 151B-governed employees may be directed to take compensatory time off at the supervisor and/or manager’s discretion. Upon separation of service, eligible employees are paid for all unused compensatory leave at the greater of their regular hourly rate of pay or at the average rate of pay for the final three years of employment. Employees shall be permitted to use accumulated compensatory time when practical and requested in advance and if approved by their supervisor.  The administrative regulations are silent on payouts of unused compensatory leave time, other than terminal payout for 151B-governed employees. 

UK Personnel System 

Employees governed by UK policies are eligible to earn compensatory leave time.   Work in excess of 40 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours.*  However, compensatory time may be used only within the pay period earned.  Non-exempt employees are required to complete timesheets that accurately reflect the earning and usage of compensatory leave time.  Compensatory time in excess of forty (40) hours per week shall be accrued on a 1.5 hour-for-hour basis;  any compensatory time less than 40 hours shall be accrued on an hour-for-hour basis.   

Exempt employees are not eligible to earn compensatory leave time, and are not required to complete timesheets unless otherwise required in their department.

KCTCS Personnel System
Based on KCTCS Administrative Policy and Procedure 2.15.1.8-Compensation for Overtime Hours Worked; Work Performed during Holidays, Institutional Closing, and Emergency Closing, non-exempt employees shall take compensatory time only within the same pay period in which it is earned.  Accumulated compensatory time not utilized within the same pay period must be paid as overtime in the same pay period in which it is earned.  Work in excess of 40 hours per week must be authorized in advance by the employee’s supervisor in order for the employee to work the excess hours.*   

*An employee’s failure to request and receive approval to work excess hours does not relieve KCTCS from the obligation to grant the compensatory time; if the employee has “suffered to work”, then by law the employer is obligated to grant the compensatory time due to the employee.  For circumstances in which an employee works excess hours, failure to obtain or to make a good faith effort to obtain advance approval from the supervisor may result in disciplinary action. 

Flexible Scheduling

Flexible scheduling may be a viable option in scheduling employee work hours for employees in all personnel systems (see KCTCS Administrative Policy and Procedure 2.19-Flex-Time).  This scheduling process can serve to more effectively manage the occasion of compensatory leave time.  Flexible scheduling provides a mechanism for scheduling the employee’s work days/hours to effectively meet the needs of both the employee and the organization.

Supervisors and managers have the ability to modify employee work schedules, ensuring that an employee’s schedule stays within the prescribed work week.   All supervisors and managers are strongly encouraged to limit the level of compensatory time earned through flexible scheduling arrangements whenever possible.  The use of approved flexible scheduling can also be an effective tool for improving employee morale and job satisfaction, providing a method for individuals to better balance work and home responsibilities.

As with regular scheduling, time sheets shall continue to accurately reflect the actual hours worked while utilizing a flexible schedule.  Employees are responsible for accurately recording actual time worked during flexible scheduling.  Supervisors should monitor hours closely during flexible scheduling to ensure that time sheets are accurate before signing.

Absence Requests

Non-exempt employees are required to obtain supervisory approval in advance for all absences from work.  Absence Request forms shall be completed, signed by the supervisor and submitted to Payroll. 

Exempt employees are required to complete and submit an absence request form and obtain supervisory approval in advance for absences; however, at the supervisor’s discretion completion of absence request forms for absences of less than ½ day may not be required, in consideration that the amount of work hours required for exempt employees is governed by the time required to complete work assignments (rather than by a set number of hours).  Absences of ½ day or more shall be approved by the supervisor via signature on the Absence Request Form and submitted to Payroll.

Staff Positions with 10-month and 11-month Assignment Periods 
KCTCS Administrative Policy and Procedure 2.15.2.13.1 Ten-Month and Eleven-Month Staff Assignment Periods applies only to positions specifically approved/classified positions with ten-month or eleven-month assignment periods on a regular and recurrent basis.  These positions are different and distinct from both Flexible Scheduling and Compensatory Leave Time.
The provisions of this Human Resources Procedure memo remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or revised to state other provisions.
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