


iii.  The Payroll Division of Treasury and DHR shall cause all overtime and compensatory time
to be recorded for all non-exempt employees.

iv.  All recorded hours are to be sourced from time sheets. Recording hours through the use of
“bubble sheets” is to be discontinued.

v. DHR is to ensure all hours worked in excess of 40 per week for any non-exempt employees
are paid at overtime rates (1:1.5) or compensatory time rates (1:1.5).

vi. Compensatory time in excess if 240 hours is to be paid at overtime rates (1:1.5).

c. Policy Changes:

i. DHR is to develop a written overtime and compensatory time policy for posting in common
areas of each government department or agency. Managers are responsible for policy
enforcement.

ii.  The policy is to include:
e All FLSA-required provisions, including those pertaining overtime and
compensatory time, and the nursing mother’s provisions.
1 e Notice that employees may not work over 40 hours per week. This means they may
‘ not be at their place of work over 40 hours per week.
e Notice that if employees need to work overtime, it must be pre-approved by their
department or agency head.
NOTE: Unauthorized overtime must still be paid at overtime or compensatory
time rates, however employees working unauthorized overtime may be subject to
disciplinary action.
e Notice that employees must clock in and out for lunches.
NOTE: Employees may not work at all during lunches. If they do, they must be
paid for the time.
e The policy is also to be in compliance with the Family Medical Leave Act (FMLA).
iii.  The policy shall be published in the form of a handout, or incorporated into an employee
manual, for distribution to all employees.
d. Training:
i.  Department directors and managers shall undergo annual FLSA and MFLA training to be
administered by DHR.

e DHR will be responsible for maintaining documentation of managerial training.

e The training is to include detailed information as to definitions under the FLSA.

e Training shall also include information regarding nursing mother’s provisions.
| ii. Department or agency employees will undergo initial FSLA and FMLA training upon hiring,
and annual training thereafter administered by department directors and managers.
Individual departments will be responsible for maintaining documentation of training, and
will provide copies of the documentation to DHR.

Section 5. Effective Date and Timelines for Compliance

a. Effective Date: Due to the need to achieve compliance with the USDOL administrative settlement
this Executive Order is effective immediately.
b. Timelines for Compliance:
i.  DHR shall publish Notice to adopt amendments to Chapter 4 ASAC by April 30, 2013, and
\ thereafter process them to adoption in accord with the Administrative Procedures Act, Title
10 ASCA.









