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W AG E AND H O UR REG ULATIO NS FO R SERVICE PERSO NNEL 
 

I. The em ployee is to accur ately repor t on a recor d sheet  the tim e worked regardless 
of the ci rcum stances.   Daily tim e sheet s m ay be requi red by the em ployee’ s 
im m ediate super vi sor .  

 
II. The em ployee w ill fol low a work schedul e est abl ished by his/her im m ediate 

super vi sor .  If the em ployee cannot  finish the work in the tim e assi gned,  he m ust 
discuss the m atter w ith his/her super vi sor . 

 
III. Except  in the cases of an em ergency,  the em ployee is not to exceed the num ber of 

hours indi cat ed in his/her cont ract  or assi gnm ent.  W hen such an em ergency 
occur s, the em ployee m ust descr ibe the em ergency on the back of the recor d 
sheet . 

 
IV . W hen an em ergency that requi res ext ra tim e occur s, the em ployee shal l consul t 

his/her im m ediate super vi sor  who shal l determ ine if the em ployee is to work 
over tim e, as appropriate.  If the em ployee is to be credi ted w ith com p tim e, the 
fol low ing regul ations shal l appl y:  

 
A . Com p tim e shal l accr ue at the rate of one and one-hal f hours for ever y 

hour  of over tim e.  If the em ployee does not exceed a 40-hour  workweek,  
com p tim e does not accr ue in that week. 

 
B. The em ployee w ill be perm itted to use the accum ul ated com p tim e w ithin 

a reasonabl e tim e of when it accr ued.   In no case shal l com p tim e be 
car ried forward for m ore than 30 cal endar  days.  

 
C. No m ore than 45 hours of com p tim e shal l be accum ul ated at any one 

tim e. 
 

D . The em ployee w ill not be perm itted to vol unteer for the sam e type of work 
he is em ployed to do. 

 
E. The em ployee shal l not bring in non-em ployees to assi st  him /her w ithout  

perm issi on of his/her super vi sor .  The em ployee shal l not count  the work 
of vol unteers or others as part of  his/her em ploym ent period. 

 
 
SOURCE: Boar d of Educat ion M inutes 
 
DATE:  Febr uary 28, 1983 – June 21, 1999 – June 18, 2001 
 
LEGAL REFERENCE: Fai r Labor  Standar ds Act, Section 7(o) 
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