Attachment B
Frequently Asked Questions 
Overtime Compensation – General

1. 	When can (regular) compensatory time (off) be given?
Compensatory time is only authorized for work which is specifically scheduled and performed during the same administrative workweek (normally Sunday through Saturday).  If the work requirement surfaces on a Friday and is to be performed the following Monday, then compensatory time is not authorized, as more than one workweek is involved. 

2. 	Can compensatory time off or credit hours be required when funds are not available to pay overtime?
Compensatory time off may only be required (via a local policy) for exempt employees whose rate of pay exceeds grade 10 step 10.  Credit hours cannot be required.

3. 	Can an employee have more than the 80 hours of compensatory time off or 24 credit hours?
There is no limit on the number of hours of compensatory time that may be earned.  An employee may earn more than 24 credit hours; however, the excess amount must be used by the end of that pay period.
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4. 	What are the consequences of having excess hours of compensatory time or credit hours?
Supervisors are expected to ensure that compensatory time hours are used within 26 pay periods to avoid payment of overtime at the rate when earned.  All credit hours in excess of the 24 credit hours are forfeited.

5. 	When can an employee be paid for compensatory time and credit hours not used?
All employees are paid for compensatory time not used by the end of the 26th pay period. However, it is the responsibility of each supervisor to ensure that compensatory time is taken prior to that time frame so the Department does not incur the expense.  

The only time that an employee can be paid for earned credit hours is when s/he is no longer subject to the same flexible work schedule, e.g., upon retirement or change to a different organization with a new work schedule (see Appendix E).



6. 	What is meant by “suffered or permitted?”
These terms apply to a non-exempt employee who is not on a flexible work schedule in which the employee works overtime which was not ordered and approved in advance and the employee’s supervisor was aware of the situation or condoned it.

7. 	When is overtime not regarded as overtime?
When an employee:
a. 	Is allowed to adjust his/her work schedule during a 40-hour week or 80 hours biweekly so s/he does not work overthose limits;
b. 	Is an exempt employee and overtime was not approved in advance (see question 8); such work is regarded as voluntarily performed.	
c. 	Is an exempt employee on a regular or compressed work schedule and chooses to do it in order to complete an assignment on time without requesting additional compensation or having the time approved in advance (this may be regarded as “professionalism,” in which case additional compensation may be reflected in an appropriate performance award); 
d. 	Is on a flexible work schedule and chooses to work extra time during a day or week in order to work less time at a later date; such a situation may allow the employee to earn credit hours; or
e. 	Is traveling and not performing regular duties during that time.

8. 	What is meant by “ordered and approved in advance?”
Except for an emergency in which there is insufficient time to give notice, any employee who is directed to work overtime is to be given reasonable notice in writing.  The supervisor and employee should discuss the situation in advance so that they can try to come up with a mutually agreed upon schedule for performing the work.  However, if they cannot agree on a time frame and the work cannot be delayed, then the employee must perform the work or be subject to disciplinary action for insubordination.  “Approved in advance” means that the local official authorized to approve overtime, usually a senior manager, must approve the work and expenditure of funds prior to the work being performed.  Prior approval is required for all overtime work planned for the next workweek, as well as for all exempt employees.

9.	Where is information on earning and using credit hours?
See OPM’s web site at http://www.opm.gov/policy-data-oversight/pay-leave/work-schedules/fact-sheets/credit-hours-under-a-flexible-work-schedule/.
