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Purpose
The purpose of this procedure is to provide clarity to <College/School/Division/Dept/Operational Area> employees regarding overtime and compensatory time for nonexempt employees.  Per the HR Policy on Overtime HR Policy 11.01, it is recommended that each UW-Madison School, College or Division has a clear Overtime Preapproval procedure.  
Eligibility
In accordance with  HR Policy 11.01 - Overtime  and the Fair Labor Standards Act (FLSA), all nonexempt employees under the FLSA are eligible for overtime. If there are any questions regarding eligibility, please contact your supervisor.
Whenever possible, efforts should be made to avoid accruing overtime, by adjusting the employee’s work schedule within the same work week. Employees should make arrangements with their supervisor to leave early or arrive late in order not to exceed 40 hours worked in the same work week.
For the purposes of paying overtime or crediting compensatory time, paid leave, such as holiday, sick or vacation pay, does not apply toward work time.  For clarification on what is considered work time, please see HR Policy Policy 11.01 Appendix 1 - Overtime.
Overtime payments or compensatory time credits (in lieu of overtime payments) are not owed until the employee exceeds 40 hours worked, in a workweek. The workweek begins at 12:00 a.m. on Sunday morning and ends at 11:59 p.m. on Saturday night.
Overtime Pre-Approval Process
Unless the employee is being directed or mandated to work overtime, the employee is required to obtain written approval from his/her supervisor at least 24 hours prior to the use of overtime. Only in exceptional circumstances (e.g. an unanticipated project deadline, unforeseen weather emergencies, accidents, utility failures, etc.) can this request be made at the last minute.  Supervisors will evaluate last minute requests on a case-by-case basis.
Employees who anticipate the need for overtime to complete the week’s work must provide their supervisor with the justification for the overtime hours and receive written approval prior to working hours that extend beyond their normal schedule, via the Overtime and Compensatory Time Preapproval Request Form. Approval is required for all hours that exceed 40 hours worked, in a workweek.
Once the supervisor has approved the additional hours and signed the form, the supervisor must route a signed copy of the form to the Department Payroll Coordinator or designee to ensure that the hours are paid or credited to employee correctly.
Mandatory Overtime
During busy periods, the employer may require employees to work extended hours. In these instances (and any case when the employer requires the employee to work extended hours requiring overtime or compensatory time), the form is not required.
Consequences of Unauthorized Overtime
Employees who fail to obtain approval prior to working hours that extend beyond their normal 40-hour workweek may be subject to disciplinary action up to and including dismissal.
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