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SUBJECT: Exempt Employees

PURPOSE: The purpose of this policy is to provide clarification as to the designation and
provisions associated with employment assigned to exempt job
classifications.

General Policy: According to the Fair Labor Standards Act (FLSA), exempt employees
are employees who, based on the duties performed and the manner of
compensation, are exempt from the FLSA minimum wage and overtime
provisions. Exempt employees are paid an established monthly or
annual salary and are expected to fulfill the duties of their positions
regardless of the hours worked. They do not receive premium
overtime, straight overtime or compensatory time for working more
than 40 hours in a work week. Despite their status as exempt, these
employees can be required to provide coverage, maintain a specific
schedule and to obtain pre-approval for absences of any duration.
Generally, however, they are provided with more flexibility regarding
their schedules as they are often expected to work outside of normal
business hours to fulfill the responsibilities of their positions.

Provisions:

1. Exempt positions are designed with "at least 40-hour" work week in mind. The necessity
to perform consistent work for a substantial number of hours over 40 per workweek
should be examined so that exempt employees are utilizing their time wisely.

2. Exempt employees are generally expected to be available to perform their job duties
during normal business hours (usually 8:00 a.m. to 5:00 p.m., Monday through Friday)
unless they are approved to work an alternative work schedule. However, completing
the work assigned to an exempt position will, from time to time, require extra work to be
performed outside of normal business hours, including weekends and regular days off.

3. Considering the expectation to work hours beyond the “40-hour” work week associated
with exempt job classifications, exempt employees are eligible to receive up to eighty
(80) hours of paid administrative leave time as determined by the City Manager or
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designee in consultation with the Department Director. The approved accrual rate is
subject to change at the discretion of the City Manager based on the volume of work
performed outside of normal business hours. Subsequently, exempt employees do not
accrue compensatory time nor are they eligible to “flex” their work schedule utilizing
accrued work hours beyond their “40-hour” scheduled workweek.

4. Recognizing the varying demands placed on an exempt employee and acknowledging
that exempt employees often work beyond a standard workweek to fulfill their job
responsibilities, the City allows exempt employees to take short periods of time off
without using their accrued vacation, administrative leave, or sick leave. Typically, if
an exempt employee is absent for a portion of the workday, a deduction will be made
from their leave accruals to account for the time absent, similar to non-exempt
employees. However, with prior written approval (email suffices) from their immediate
supervisor, an exempt employee will not be charged for absences of less than four (4)
hours from their leave accruals as long requests of this nature occur on an
infrequent basis and do not impose a negative impact on department operations.
This provision is only applicable on the day of absence, when an employee is present
and working at least six hours (if scheduled for a ten-hour day), five hours (if scheduled
for a nine-hour day), or four hours (if scheduled for an eight-hour day). This four-hour
allowance is not combinable with other leaves. Once an absence exceeds four hours;
an employee’s accrued leave must be used for the entire absence.

Examples that demonstrate policy application:

1. An exempt employee works a 9/80 schedule but due to special circumstances, the
employee is required to work on his/her rostered day off (RDO).

a. Can this exempt employee take a day off in exchange for working on their
RDO?

i. Yes, however, the day off must occur within the same period as the
missed RDO and must have City Manager or designee written
approval.

2. An exempt employee asks their supervisor if they can leave work 2 hours early to
attend their child’s dance recital.

a. Does this exempt employee have to take accrued leave to cover the 2 hours?

i. No, but they must have supervisor written prior approval (email
suffices) because the time-off requested was less than four hours. (For

approval the supervisor will need to make the determination that the
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request is infrequent and not have a negative impact on department
operations).

3. An exempt employee works a 5/40 schedule and advises their supervisor that they will
need to come in at 11 a.m. rather than 8 a.m. on Friday.

a. Does this exempt employee have to take accrued leave to cover the 3 hours?

i. No, but they must have written supervisor prior approval (email)
because the time-off requested was less than four hours. (For approval
the supervisor will need to make the determination that the request is
infrequent and not have a negative impact on department operations).

4. An exempt employee works a 5/40 schedule, on Tuesday they work 4 hours, but go
home early due to iliness.

a. Does this exempt employee have to take accrued leave to cover the remaining
4 hours of their assignment?

i. Yes, they must use accrued leave to cover the balance of their shift
because they were off work for four or more hours.

5. An exempt employee works a 5/40 schedule, due to a project deadline the employee
ahs worked a total of 40 hours by Thursday of that work week.

a. Do they have to work on Friday since they already worked 40 hours in four
days?

i. Yes, unless they receive prior authorization to take accrued leave on
that Friday.

6. An exempt employee works a 9/80 schedule and is authorized to temporarily work
remotely and has asked to sign off 2 hours early for a personal appointment.

a. Does this exempt employee have to take accrued leave to cover the 2 hours?

i.  No, but they must have supervisor prior written approval because the
time-off requested was less than four hours. (For approval the
supervisor will need to make the determination that the request is
infrequent and not have a negative impact on department operations).



