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Rates of pay established are gross and total compensation for full-time or part-time service in the various classifications. Rates of pay established provide full compensation for whatever hours may be reasonably required in all classes of positions, and no position shall be subject to additional compensation as a result of any reasonable variation in hours worked. The supervisor, with the approval of the President, may authorize pay for overtime work for those legally required to earn overtime in emergencies or other usual occasions beyond reasonable requirements of hours worked.
[bookmark: _Toc90538453]SECTION IV.  OVERTIME
Considering good management procedures and fiscal implications, it is incumbent upon the President and supervisor to plan work schedules to preclude unnecessary or avoidable overtime. However, when the President or supervisor directs employees to work extra time in addition to their regular working hours during any emergency or other contingency, they shall be compensated for such overtime. The respective supervisor will keep records of all overtime worked and will be attached as supporting documents to the respective payrolls. Effective upon adoption of these rules:
· Any nonexempt employee who is required to work more than forty (40) hours per week will receive pay for those extra hours at one and one-half (1 ½) times the regular rate at which he/she is paid, provided that no employee shall accrue pay at the overtime rate unless said employee shall have worked forty (40) hours during the 7-day work week in the pay period for which the overtime rate is claimed.
· In addition to faculty positions designated as exempt under the Fair Labor Standards Act, persons serving in the following capacities shall not be regarded as hourly employees but, instead, shall be regarded as executive, administrative, or professional employees who shall not be entitled to overtime pay but whose annual salary will be set by Kingdom College: President, Chief Academic Officer, Chief Financial Officer, Director of Human Resources, Director of Enrollment and Student Life, and Director of Community Outreach and Training. Kingdom College may designate these individuals as Executive, Administrative, or Professional employees at the time of their employment.  Exempt employees must report any absences of one full day or greater, including those due to illness, vacation, personal days, jury duty, and medical leaves of absence.   
· No employee in a classified service position, eligible to receive overtime pay, will order himself into overtime work without the approval of the next individual in the supervisory chain of command. 
· Compensatory time: Time granted to an employee that he/she has earned by working extra or unscheduled time. Compensatory time for non-exempt employees must be taken during the month earned and no later than thirty (30) days from the date earned. Compensatory shall be authorized at the discretion of the President and will be scheduled in a manner that minimizes Kingdom College’s liability for overtime under Fair Labor Standards Act. Compensatory time will be measured at the rate of one- and one-half times the earned compensatory hours. Compensatory time shall be reported on forms approved by the President. 
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