City of Stevenson Personnel Policy

CHAPTER 4: HOURS & ATTENDANCE

41 WORKING HOURS

The City’s standard work week consists of 40 hours with an unpaid lunch period. Due to
the nature of the City’s operation, longer hours may be necessary in some instances.

A normal working schedule for regular, full-time employees consists of forty (40) hours
each work week. Different work schedules may be established by the City to meet job
assignments and provide necessary City services. Each employee’s department head will
advise the employee regarding his/her specific working hours.

Flexible scheduling will be considered with the approval of the appropriate department
head and City Administrator. All requests will be evaluated against the need for
continuity in access by and service to the citizens and the facilitation of staff teamwork.

Part-time and temporary employees will work hours as specified by their department
heads.

4.2 HOURS OF WORK AND OVERTIME

All City positions are designated as either “exempt” or “non-exempt” according to the
Fair Labor Standards Act (“FLSA”) and Washington Minimum Wage Act regulations.
You will be informed of your status by the City.

For most City employees, the established work period is forty (40) hours within a seven
(7) day work week. In some instances, under the City’s flexible scheduling, the
department head may define a work week/work period as something other than the
standard Monday through Sunday. All personnel are responsible for accurately reporting
all hours worked on forms supplied by the City. Employees failing to accurately record
time worked are subject to discipline.

Non-exempt employees are entitled to additional compensation, either in cash or
compensatory time off, when they work more than the maximum numbers of hours
during a work period. All overtime must be authorized in advance by the employee’s
department head. Overtime pay is calculated at one and one-half times the employee’s
regular rate of pay for all time worked beyond the established work period. When
computing overtime, time taken as compensatory time off, is not counted as hours
worked.

Neither the federal FLSA nor the state Minimum Wage Act (Ch 49.46) requires payment
of overtime for work on a holiday. It is the City’s practice to allow on call field staff to
charge a minimum of two (2) hours of overtime for any call outs when on call. When that
call out is on a holiday the rate of pay will be double time and a half (2 '2 ) rather than
overtime for all call outs on a holiday.
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