
CHAPTER Ill (CLASSIFICATION AND COMPENSATION) 

PR-305 Overtime Pay and Compensatory Leave 

A. Approval of Overtime Work. All work in excess of 40 hours per week or in excess 
of an established work period must be approved by the appointing authority.

B. Exemptions. The Yuma County Human Resources Department shall determine 
exemptions in accordance with the Fair Labor Standards Act, 29 U.S.C. Section 
201, incorporated by reference herein and on file in the office of the Human 
Resources Department.

C. Non-Exempt Employees.

1. An employee in a non-exempt position who works in excess of 40 hours per 
week or in excess of an established work period shall be compensated by 
either:

a. Additional pay at the rate of one and one-half times the employee's 
regular rate for each excess hour worked; or,

b. Compensatory leave at the rate of one and one-half hours for each 
excess hour worked.

2. The appointing authority shall determine if the excess hours are to be 
compensated by overtime pay or compensatory leave, unless the 
employee's compensatory leave balance has reached the maximum 
allowed in subsection (E) below, in which case the employee must be 
compensated by overtime pay.

3. County employees who work in excess of 40 hours in one workweek may 
receive compensatory time at the rate of one and one-half hours off for each 
hour worked in excess of 40 hours worked in such workweek.

4. Non-exempt County employees engaged in specified law enforcement 
activities may accumulate up to 480 hours of compensatory time. Other 
non-exempt County employees may only accumulate up to 240 hours of 
compensatory time. An employee who has accrued the maximum number 
of compensatory hours shall be paid overtime compensation for any 
additional overtime hours of work.

5. All compensatory time accumulated by any County employee on May 31, 
shall be paid to such employee before June 30 of each year at the current 
rate of pay for that employee, unless a specific exemption is granted by the 
Chief Human Resources Officer. All compensatory time accumulated by 
any non-exempt County employee shall be paid at the current rate of pay.
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6. When an employee has accumulated compensatory time, such time shall 

be utilized prior to any utilization of paid time off (PTO). 
 

7. "Compensatory time off' and "compensatory time" are defined as hours when 
an employee is not working and which are paid for at the employee's regular 
rate of pay. As used in this Section, "compensatory time accumulate" 
means time accumulated after the end of each fiscal year. 

 
D. Non-Covered Employees and Exempt Employees 
 

1. Non-Covered employees are not covered by the Fair Labor Standards Act 
(FLSA). Non-Covered employees include Elected Officials, their personal 
staffs, policy-making appointees, legal advisors, legislative employees, bona 
fide volunteers, independent contractors, prisoners, and certain trainees. 

 
2. Exempt employees are exempted by certain provisions of the Fair Labor 

Standards Act (FLSA) and do not have to be compensated for overtime 
when they work more than 40 hours in a workweek. Exempt employees 
generally fall into three major categories: Executive, Administrative, and 
Professional. 

 
These exemptions are based on specific job descriptions and duties of the 
employees involved and apply regardless of the nature of the employer's 
business. FLSA regulations on exemptions also require that the employee 
be paid on salary basis (rather than hourly) and specifies a minimum salary 
for the employee to qualify for the exemption. 

E. Maximum Accumulation. The maximum number of hours of accumulated 
compensatory leave is: 

 
1. 480 for an employee who works in a public safety activity or an emergency 

response activity; or, 

2. 240 for an employee who works in any other activity 
 

F. Pay Upon Separation. An employee who has unused compensatory leave at the 
time of separation from the County government shall receive compensation for 
each hour of such compensatory leave at: 

 
1. The average rate received by the employee during the last three years of 

the employee's employment; or 

2. The final rate received by the employee, whichever is higher. 
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G. Order of Use. An employee shall use all accumulated compensatory leave before 
taking annual leave. (Except under PR-305.C.6) 

 
H. Transfer. An employee who is transferred to another county government 

department/office shall transfer all accumulated and unused compensatory leave 
to the employee's compensatory leave account in the new agency. 

 

 
Historical Note: Adopted, Eff. 11/25/1994 
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