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OVERTIME ADVISEMENT AND ACKNOWLEDGEMENT

This advice and acknowledgement relates to your position classification and the associated overtime code.

Supervisor, please check as appropriate:



Since you are in an overtime code of 1 (overtime earned hour for hour), you need to be aware of the provisions of Administrative Policy Manual, 7.3 Overtime.



Since you are in an overtime code of 2 (overtime earned at one and one-half time for time worked in excess of 40 hours in the workweek, not counting leave or holiday time), you need to be aware of the provisions of Administrative Policy Manual, 7.3 Overtime.

While the willingness of individual employees to work additional hours is appreciated, overtime work creates an additional financial burden on the Department’s budget that must be closely managed. Examples of overtime that is unacceptable is: coming in and working before the start of the work shift, working during the lunch break, and failing to cease working at the end of the work shift. This is to notify you that in accordance with Administrative Policy Manual, 7.3 Overtime, you are not authorized to work in excess of your regularly scheduled workday unless you obtain prior authorization from your supervisor. All overtime work must be reported.  Further, working in excess of your regularly scheduled workday without prior approval may result in disciplinary action.

Employees are expected to read and comply with the provisions of Administrative Policy Manual, 7.3 Overtime. Any questions should be directed to your supervisor.

Your signature indicates your understanding and agreement to the above information.

 Employee Signature




 Date of Signature

 Print Name of Employee

As supervisor of the above employee, I acknowledge that it is my responsibility to comply with Administrative Policy Manual, 7.3 Overtime, and that I am subject to discipline for allowing an employee to work overtime without reporting it.

 Immediate Supervisor’s Signature


 Date of Signature

Original form is to be retained in the unit’s personnel files
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