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Overtime Company Policy
1. Introduction
This comprehensive overtime policy outlines the guidelines and procedures for 
working additional hours beyond the standard workweek. It is designed to ensure 
fair compensation for employees while maintaining operational efficiency and 
compliance with labor laws.

1.1 Purpose
The purpose of this policy is to establish clear rules and expectations regarding 
overtime work, compensation, and management within our organization.

1.2 Scope
This policy applies to all employees of the company, regardless of position or 
department, unless specifically exempted by law or individual employment 
contracts.

2. Definitions
2.1 Standard Workweek
The standard workweek is defined as [insert number of hours, e.g., 40] hours, 
typically worked from [insert days, e.g., Monday through Friday].

2.2 Overtime
Overtime is defined as any hours worked beyond the standard workweek.

2.3 Exempt vs. Non-Exempt Employees
Exempt employees: Salaried employees who are not eligible for overtime 
pay.
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Non-exempt employees: Hourly employees who are eligible for overtime 
pay.

3. Overtime Authorization
3.1 Pre-approval Requirement
All overtime must be pre-approved by the employee's immediate supervisor or 
department manager. Unauthorized overtime work is strictly prohibited.

3.2 Emergency Situations
In rare emergency situations where pre-approval is not possible, employees must 
notify their supervisor as soon as practicable and provide a detailed explanation 
of the circumstances.

3.3 Approval Process
1. Employee submits an overtime request form to their supervisor.

2. Supervisor reviews the request and assesses the necessity of overtime 
work.

3. Supervisor approves or denies the request within 24 hours.

4. If approved, the decision is communicated to the employee and HR 
department.

4. Overtime Compensation
4.1 Rate of Pay
Non-exempt employees will be compensated for overtime work at a rate of 1.5 
times their regular hourly rate for all hours worked beyond the standard 
workweek.

4.2 Calculation of Overtime



Overtime Company Policy 3

Overtime is calculated on a weekly basis, regardless of the number of hours 
worked in a single day. The workweek is defined as [insert specific days, e.g., 
Sunday through Saturday].

4.3 Holidays and Paid Time Off
Paid holidays, vacation days, sick leave, or any other paid time off will not be 
considered as hours worked when calculating overtime.

5. Time Tracking and Reporting
5.1 Accurate Record Keeping
All employees are required to maintain accurate records of their work hours, 
including overtime, using the company's designated time tracking system.

5.2 Reporting Requirements
Employees must submit their completed time sheets to their supervisors by [insert 
day and time, e.g., Monday at 9:00 AM] following the end of each workweek.

5.3 Supervisor Responsibilities
Supervisors are responsible for reviewing and approving time sheets, ensuring 
accuracy and compliance with this policy.

6. Overtime Management and Limitations
6.1 Equitable Distribution
Managers should strive to distribute overtime opportunities equitably among 
qualified employees when possible.

6.2 Maximum Overtime Hours
To maintain work-life balance and prevent burnout, employees should not work 
more than [insert number, e.g., 20] hours of overtime per week, except in 
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extraordinary circumstances approved by senior management.

6.3 Mandatory Overtime
In certain situations, overtime may be mandatory. The company will provide as 
much advance notice as possible when mandatory overtime is required.

7. Compensatory Time Off
7.1 Eligibility
Compensatory time off in lieu of overtime pay may be offered to exempt 
employees at the discretion of management.

7.2 Accrual and Use
Compensatory time is accrued at a rate of 1.5 hours for each hour of overtime 
worked. It must be used within [insert timeframe, e.g., 3 months] of accrual.

8. Compliance with Labor Laws
8.1 Federal and State Regulations
This policy is designed to comply with all applicable federal and state labor laws, 
including the Fair Labor Standards Act (FLSA).

8.2 International Considerations
For employees working in international locations, local labor laws and regulations 
will be followed where they differ from this policy.

9. Policy Violations
9.1 Unauthorized Overtime
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Employees who work unauthorized overtime may be subject to disciplinary action, 
up to and including termination.

9.2 Supervisor Responsibilities
Supervisors who knowingly allow unauthorized overtime or fail to properly 
manage overtime may also face disciplinary action.

10. Policy Review and Updates
10.1 Annual Review
This policy will be reviewed annually by the Human Resources department to 
ensure continued compliance with labor laws and organizational needs.

10.2 Policy Amendments
Any changes to this policy will be communicated to all employees in writing and 
will require acknowledgment of receipt and understanding.

11. Employee Rights and Resources
11.1 Right to Refuse Overtime
Employees have the right to refuse overtime work, except in cases of emergency 
or when overtime is a condition of employment as specified in their contract.

11.2 Grievance Procedure
Employees who believe this policy has been unfairly applied or violated may file a 
grievance through the company's standard grievance procedure.

11.3 Questions and Clarifications
For any questions or clarifications regarding this overtime policy, employees 
should contact their immediate supervisor or the Human Resources department.
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12. Acknowledgment
All employees are required to read, understand, and comply with this overtime 
policy. By continuing employment with the company, employees acknowledge 
their agreement to abide by the terms outlined in this policy.

Last updated: [Insert date]

Policy owner: [Insert department or position, e.g., Human Resources Director]


