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Policy:

It is the policy of Levy County to establish the time and duration ofs vorking hours as required by work load and
Y, :
sources, and any applicable law.

2,

(1) The normal workweek consists of forty hours he i Swill vary depending on job duties.

(2)  The schedule of hours for employees will"b%é//
will inform employees of their daily schedule ¢ urs of wo/l;lg including meal periods and rest or coffee

breaks, and of any changes that are considered ne essary 9

(3)  Department heads may schedule Gvertime or extra s
employees (those employees w.
Labor Standards Act) as need

7 ;
: . . 2

rvisors will assign overtime to nonexempt

m wage and overtime provisions of the Fair

ed to work overtime without the prior

4) 5 will be considered hours of work, and
)
by management.
(5) % It ved as required.
6) ked on electronic time records. Comp time must be used

D, - :
i ,/’/tjmmedmtely following.
oL

(M

it Eiividual time record showing the daily hours worked.
Z/

érﬁ/pleted by the close of each workday. The following
gcords:

heir starting time, time out for lunch, time in from lunch, quitting time,
ked for workday;

ot permitted to sign in or begin work before their normal starting time or to sign
- their normal quitting time without the prior approval of their supervisor;

() ployees are required to take scheduled lunch or meal breaks;

(d) rds should be checked and signed by the supervisor involved. Unworked time
Jloyee is entitled to be paid (paid absences, paid holidays, or paid vacation time)
should be entered by the supervisor on the time record. Authorized overtime also should be

identified by the supervisor;

(e)  Unapproved absences should not be considered as hours worked for pay purposes. Supervisors
should inform employees if they will not be paid for certain hours of absence; and

(f)  Filling out another employee’s time record or falsifying any time record is prohibited and may be
grounds for disciplinary action, up to and including termination.
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‘or certain computer-related capacities

(8) Personnel employed in executive, administrative, profesm i
..
andards Act. These employees are not

genera]ly are e\empt from the provisions of the Fair lab

employees will not be eligible for overtime compens
of Emergency, or when performing services un

PROVISIONS:

(a) Eligibility.

fficial shall authorize compensation for exempt employees for all
work schedule that are spent performing essential services during a
ency. Only émployees performing related emergency work and approved to
Administrating Official shall receive compensation.

Compensﬂmn for these excess hours shall be paid at a straight time rate that is calculated by dividing

the employee’s bi-weekly salary amount by his/her bi- -weekly scheduled hours. There will be no
substitution of compensatory time for payment of excess hours.

(d) Record Keeping.

(i) All hours worked in excess of the employee’s regular bi- -weekly schedule shall be
documented to define duties performed and hours of work on a “Daily Work Record™ in
order to receive compensation.

(ii) All hours worked in excess of the regular bi-weekly schedule shall be entered on time sheets
and identified by codes determined and announced by the Clerk of Court.
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(9) Nonexempt personnel during a declared emergency or dis/} e

(a)

(b)

this policy in whole

2 t/ // hall be compensated as follows:

The County Coordinator may close Coun/t_ offices and grantadministrative leave with pay to the
affected employees. Administrative leave is based on emp ’s regular rate of pay and regular
daily work hours. /

Y

&

.

s G,
All nonexempt personnel who are instruct
to work during an impending or decla -%%gmergen
compensation at the rat me and one-half (1.5

¢ of i
have worked forty (40 A

longer exists a threat to the health, safety, or general welfare of the

g}/ a need to provide resources to support other jurisdictions under mutual aid
istration may deactivate this policy in whole or in part. Upon deactivation of
, employees affected by the deactivation shall be required to return to their

normal duties and responsibilities, and eligibility for additional emergency disaster compensation will
cease.

The need to provide emergency services may supersede other Levy County BCC operations. During an
emergency or disaster, employees may be temporarily assigned to duties other than the essential functions
of their position and/or assigned to work at different job sites.

SCOPE

This policy applies to all permanent full-time or part-time employees of the Levy County BCC who have
been employed for at least six months.



LEVY COUNTY

BOARD OF COUNTY COMMISSIONERS
PERSONNEL POLICIES AND PROCEDURES

Subject: Effective Date: Number:
HOURS OF WORK August 3, 2004 207
Applies to: Last Amended: Page:

All Employees of the
Levy County Board of County Commissioners

November 7, 2023 4of 5

DEFINITIONS

Emergency Leave Time off with pay during ' king hours when Levy County
BCC offices are closed ' from duty to an emergency
or disaster.

Emergency Pay Non-director-level exemp A re designated by

-mg.emergencies when county offices are
ate of time and one-half (1.5 x hourly rate)

y. .,
closed shal
Y

regardless
week.

PROVISIONS
> available for working

S will be notified and trained or
equired to report, either by phone or in
) and immediately after a disaster and/or emergency to
lean-up, repair, answering citizen phone lines,
ommunity distribution centers or comfort stations.
community after an emergency or disaster, failure to
se for disciplinary action, up to and including

7,

Emergency pa !
N . - .
employees; or w ergency condit (}ns warrant. Emergency pay will be paid continuously for all hours worked
D
1

until the emergency ends our until normal business hours resume, whichever comes first.

- s who are designated by their department directors to work during
emergencies will be compensat e worked at the rate of time and one-half (1.5 x hourly rate) regardless of
the number of hours worked during the pay period. In accordance with the Fair Labor Standards Act, employees
required to be on site and available for duties will be paid at applicable pay rates.

7
m

If a county owned vehicle is not available for use by an employee assigned to disaster or emergency duties under
this policy, the employee will be eligible for mileage reimbursement for use of a personal vehicle from the location
of their usual work assignment to the location of the disaster or emergency assignment.

Exempt and nonexempt employees, who are released from duty by County Administration during normal work
hours, will be compensated at their usual rates of pay for their regularly schedules hours. Employees that are

released from duty and already on official leave during this time will not be charged leave and will receive their
usual rates of pay for the same number of hours as the other employees who are released from duty. Employees




LEVY COUNTY

BOARD OF COUNTY COMMISSIONERS
PERSONNEL POLICIES AND PROCEDURES

Subject: Effective Date: Number:
HOURS OF WORK August 3, 2004 207

Applies to: Last Amended: Page:

All Employees of the

Levy County Board of County Commissioners /%ANovember h2lEs bkl

participating in out-of-town, work-related activities do not qualify et

g’n}y pay or emergency leave, unless
environmental circumstances warrant and authorized by County.

A : i
nistration. -

Due to the Emergency Management obligation to all L;u* 0 nty BCC employee%,%%plnyees plac;es on alert
pay, unless they are other W/,}} on routine stand-by.
b .
Exempt employees are required to submit exception reports t %umen}a@ worked for \&%{é -emergency pay is
N G 4
n%?;

payable; however, exempt employees are nf%equired to submit e Et;p( on reports for emerge Ieave.

L i




