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I.   Purpose
To provide guidelines on Escambia County Administration Policy and Office of Purchasing Policy on Overtime.

II.   Scope        These guidelines apply to all Office Personnel to provide General Policies,

                        authorization of overtime and types of overtime.

III. Responsibility

A.
Escambia County Administrative Policy governs this policy on overtime which was adopted August 25, 1998, effective September 1, 1998 and in Section 6 provides for:

6.0 
General Policies

Except where expressly stated in this policy, overtime compensation in the form of overtime pay or compensatory leave in lieu of overtime pay will only be paid to classified employees after the employee has actually worked a minimum of forty (40) hours in the work week.

            6.1       Overtime Authorized.  Overtime shall be authorized by the department

                        director or division chief, when overtime is determined to be necessary to 


meet essential operating needs.  In order to receive compensation for 


overtime work performed, authorization from the department head/division 


chief is required. 


      
           6.2        Types of Overtime.  From time to time it may be necessary for employees     

                                    to perform overtime in order to complete a task.  For purposes of this        

                                    policy, there are three types of overtime work:

                       6.2.1 
Scheduled. Overtime that is announced in advance, and in most cases        

                                    involves the entire department/division/operation.  This type of overtime  

                                    becomes a part of the required work week.  The department head/division       

                                    chief will have discretion to excuse employees from performing scheduled 

                                    overtime on a case-by-case basis.
                      6.2.2 
Intermittent.  Overtime that is required to complete work normally 

                                    completed during regular hours, and generally becomes necessary in 

                                    response to extenuating circumstances

             6.2.3     Declaration of State of General Emergency.  Overtime that is required in 


                       the aftermath of a major hurricane, or other natural disaster.

B. 
Office of Purchasing Guidelines.
AScheduled@ and ADeclaration of State of General Emergency@ are inherently authorized types of overtime.

AIntermittent@ overtime has no inherent authorization.  Such circumstances which indicate that overtime work needs to be performed to meet the service needs and mission of the Office of Purchasing shall be discussed with your immediate supervisor.

The immediate supervisor shall assure department director or division chief (authority of the Purchasing Manager) authorization of Aintermittent@ overtime.  Unless the immediate situation prohibits such authorization, then the supervisor shall use best judgment authority until the authority of the department director or division chief (Purchasing Manager) can be gained.
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