McCLOUD COMMUNITY SERVICES DISTRICT
Policy and Procedure Manual

POLICY TITLE: Employee Compensation, Hours of Work and Overtime
POLICY NUMBER: 2010

ADOPTED: September 23, 2002
REVIEWED: 10/13/15, 04/12/16, 09/09/20, 9/14/23
REVISED: 10/12/04, 09/12/16, 11/09/20, 10/23/23

2010.10 This policy shall apply to all employees.

2010.20 Regular Full-Time Employees

2010.21 The Board of Directors has established a salary schedule for each full-time
regular position classification within the District. At the time of hiring, an employee
shall be placed on the first step of the salary schedule unless otherwise recommended
by the General Manager and approved by the Board of Directors.

2010.22 Regular full-time employees shall be entitled to a percentage increase per
the MOU for the ensuing fiscal year, effective July 1%, if approved by the Board of
Directors in the annual budget. Employees are eligible on their anniversary date for
advancement to the next step on the salary schedule within their position
classifications and the limits of the salary schedule, dependent upon satisfactory
performance and upon the approval by the General Manager. The General Manager
position shall be entitled to the same percentage increase per the MOU as stated above.

2010.23 Employees within certain position classifications may be eligible for a 1%
incentive pay increase upon successful completion of coursework approved jointly by
representatives of the Union, Public Works Superintendent and the General Manager
and relevant to the job, achievement of certification above and beyond that required
for the position held by the employee and/or for superior performance.

2010.24 Employees successfully passing/receiving certifications from the California
Department of Health Services to move to the next job classification, shall go to the
step which provides the next highest salary.
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2010.30

2010.40

2010.50

Temporary or Seasonal Employees

Temporary or seasonal employees will be paid at the hourly rate detailed in the salary
schedule approved by the Board of Directors. If the temporary employee is provided
by a temporary personnel service, said employee will be paid by the temporary
personnel service and not the District.

Regular Part-Time Employees

2010.41 The Board of Directors has established a salary schedule for each part-time
regular position classification within the District. At the time of hiring, an employee
shall be placed on the first step of the salary schedule unless otherwise recommended
by the General Manager and approved by the Board of Directors.

2010.42 Regular part-time employees shall be entitled to a cost of living increase
for the ensuing fiscal year, effective July 1, if approved by the Board of Directors in
the annual budget. Employees are eligible on a fiscal year basis for advancement to
the next step on the salary schedule within their position classification and the limits
of the salary schedule, dependent upon satisfactory performance and written
recommendation by the General Manager.

Work Week and Job Assignments

The workweek shall consist of seven (7) consecutive days from 12:00 a.m. Monday
through midnight Sunday. Regular office staff hours begin at 8:00 a.m. and end

at 5:00 p.m., Monday through Friday. Regular field staff hours are 7:00 a.m. to 3:30
p.m. Alternative work hours may be established by the District as necessary to
facilitate snow removal and/or emergency situations. The basic day of work for full-
time employees is eight (8) hours, exclusive of a one-half (1/2) hour meal period,
which is not compensated. Basic day of work for full time office staff employees is
eight (8) hours exclusive of a one (1) hour meal period which is not compensated.
Rest periods are provided on employer-paid time for a period of ten (10) minutes
during each four (4) consecutive hours of work. Such rest periods will be scheduled in
accordance with District business requirements and in a location acceptable to the
District. Various factors such as work load, operational efficiency and staffing needs
may require variations in an employee’s starting and quitting times and total hours
worked each day or each week. The District reserves the right to assign employees to
jobs other than their usual assignments when required. When reasonable justification
or public service needs require, employees may be required to work “on-call time”,
“call-out time”, overtime or hours other than those normally scheduled. As part of its
responsibility to its customers, the District expects its employees to be at work as
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2010.60

scheduled, to arrange their personal schedules to accommodate the District’s
established working hours and to notify the District prior to their schedule start time if
they expect to be absent or tardy. If it becomes necessary for non-exempt employees
to leave during working hours for personal business, permission to leave must be
obtained from the employee’s supervisor or the General Manager. A leave application
form must be completed for time to be charged to accrued vacation or sick leave.

Overtime Policy

2010.61 Employees shall be paid for their hours worked in accordance with all

legal requirements. Employees who qualify as administrative, executive or
professional employees within the meaning of the State and Federal Wage and Hour
laws are exempt from overtime pay and are not subject to this policy. Only regular,
full-time employees, other than employees who qualify as administrative, executive,
or professional employees within the meaning of the State and Federal Wage and Hour
laws may normally be authorized to work overtime hours within the meaning of this

policy.

2010.62 Overtime should be kept to a minimum. All overtime other than overtime
for “on-call duty” described below necessitates prior written authorization by the
General Manager or his/her designated representative. Employees subject to this
policy or authorized to work overtime shall receive overtime pay or compensatory
time as provided below.

2010.63 Authorized overtime is compensated at one and one-half (1 }%) times an
employee’s regular rate of pay for all hours worked over eight (8) hours in one day or
forty (40) hours in any single workweek. For the purposes of this overtime policy, the
District’s work week begins at 12:00 a.m. Monday and ends at 11:59 p.m. the
following Sunday. For purposes of the overtime policy, each work day begins at
12:00 a.m. and ends at 11:59 p.m. on the same day.

2010.64 Authorized overtime shall be recorded on the timesheet by the employee in
writing, along with reference to the date and time of authorization by the General
Manager or his/her designated representative. The timesheet shall be initialed and
dated by the General Manager. The General Manager may waive the requirement to
initial for overtime authorization in order to avoid an unfair result but any such waiver
shall be made in the sole discretion of the General Manager.

2010.641 Overtime is rounded out to the nearest quarter of an hour.

2010.642 Sick time, holiday and vacation hours paid but not worked are
not included in calculating overtime. Overtime is based on actual hours
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2010.70

2010.80

2010.90

worked as required by law.

Compensatory Time Off in Lieu of Overtime Pay

2010.71 Employees who qualify as administrative, executive or professional
employees within the meaning of the State and Federal wage and hour laws
(exempt employees) are paid a fixed salary that is intended to cover all of the
compensation to which they are entitled, regardless of the number of hours worked
in any work week. As such, exempt employees are not entitled to overtime pay
under any circumstances. However, the General Manager may authorize
compensatory time off for exempt employees under special circumstances who
perform authorized work in excess of forty (40) hours during any work week.

2010.72 Full-time non-exempt employees may choose to be given compensatory
time off in lieu of overtime pay for authorized work in excess of forty (40) hours

per week to be computed at one and one-half (1 '2) times the excess hours worked.
The District Finance Officer shall keep an accurate record of compensatory time
earned and compensatory time off for all such employees. An employee may not
accrue more than two hundred and forty (240) hours of compensatory time off. After
two hundred and forty (240) hours have been accrued, any additional authorized
overtime worked will be compensated with overtime pay at the rate of one and one-
half (1 %2) times the excess hours worked over forty (40) hours in one week. Request
for taking compensatory time off should be submitted to the General Manager in
writing as far in advance as feasible. Accumulated compensatory time off may not be
used in excess of the total amount specified in the current Memorandum of
Understanding between the District and an employee organization.

On-Call Duty

“On-call duty” is defined as that time during which a non-exempt employee of the
District is assigned to be available for work after normal working hours Monday
through Friday and on those Saturdays, Sundays and holidays officially designated by
the District. Any District employee assigned on-call duty shall be entitled to
additional pay in the amount of $175per week in addition to any overtime hours
incurred as a result of a call-out during this period. In the event there are less than 23
field staff who are Operating Engineer members, and available on the roll, staff shall
be temporarily compensated $200 per week in addition to any overtime hours incurred
as a result of a call-out during this period.

Call Back Pay
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2010. When the employee is required to return to work outside of the employee’s
normal work schedule after the employee has completed the employee’s usual work
shift and has left the work site, the employee shall earn call back pay. An employee
who has been called back shall earn call back pay in an amount equal to a minimum of
two (2) hours of overtime pay or the overtime pay for the hours actually worked,
whichever is greater. If an employee is called back to work on a holiday, all
compensated hours will be paid at double-time (2x the normal hourly wage).

2010.92 Non-exempt District employees required to return to work outside of the
employees’ normally assigned work shift for the purpose of attendance at District
meetings or functions will receive a minimum of two (2) hours of compensation. If
actual time spent in such meetings or at such functions exceeds the minimum two

(2) hours, employees will receive compensation for actual time of attendance in excess
of the two (2) hour minimum. Employees will be compensated at their regular hourly
rate for all such time worked except to the extent that such work exceeds forty (40)
hours in any work week for any particular employee, and such excess hours shall then
be compensated at one and one-half (1 ’2) that employee’s regular hourly rate of pay
by means of overtime, compensation or compensatory time off as defined in these
policies. Employees who qualify as administrative, executive or professional
employees within the meaning of the State and Federal wage and hour laws are not
subject to this policy and shall not receive payment for call-out time in addition to
their usual salary.

2010.100 Pay Date

Timesheets are due on Monday from each employee. Yearly paydays will consist of
a total of twenty-six (26) pay periods with paydays being every other Friday; unless
Friday falls on a scheduled holiday, in which instance the pay date shall be the last
regular workday immediately prior to that holiday.
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