
Section 4-4  Overtime & Compensatory Time Policy 
 
Overtime is accrued when an eligible employee works more than 40 hours in any given workweek. The 
standard workweek is generally defined as 12:01 a.m. Sunday through midnight, the next Saturday. 
Exceptions to the workweek may be granted with written approval from supervisor.  
A. All overtime worked must be approved in advance and in writing by the supervisor. All requests and 

approvals for overtime must be in writing and include estimated amount of time that will be accrued 
and the specific work to be accomplished during that period of time. Only in exceptional 
circumstances (e.g. learn about extra work that day, a pressing deadline, etc.) can this request be 
made at the last minute. Employees must notify supervisors of exceptional circumstances, in writing, 
that day or the following workday. The supervisor will evaluate last minute requests on a case-by- 
case basis. 

B. Whenever feasible, efforts should be made by both supervisors and employees to avoid accruing 
overtime by adjusting the employees’ work hours within the same work week. Employees should 
make arrangements with their supervisor to leave early or arrive late in order to not exceed 40 hours 
worked in the same work week. 

C. If compensatory time is accrued, it will be governed by the following guidelines: 
1. Comp time that carries over from one week to the next is accrued at time and one-half. 
2. There is a maximum comp time accrual of 160 hours (or 240 hours at time and one-half).  Any 

comp time exceeding this limit is paid in cash. 
3. Accumulated comp time must be scheduled and taken as soon as practical. 
4. Supervisors have the right to schedule when comp time must be used. 
5. A written request for comp time leave must be submitted in advance of use. 
6. CASC maintains the option to use either cash or time off to pay for comp time accrued. 

D. In order to properly calculate and record overtime, each week, all employees eligible for overtime 
should complete an accurate timesheet reflecting all overtime worked. Each month, supervisors shall 
submit a copy of all overtime requests and approvals to the Human Resource department, and attach 
a copy to the timesheet. 

E. An employee who works overtime without prior supervisory approval is still eligible to receive 
overtime pay/ compensatory time. An employee who works overtime without prior supervisory 
approval may be subject to disciplinary and corrective action for non-authorization overtime worked.  

F. Compensatory time may not be earned at the employee’s discretion. 
 

 


