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OFFICE OF PRIME RESPONSIBILITY
Any questions regarding this policy should be directed to the Payroll Department.

1.
POLICY

It is the Policy of Advanced Sciences and Technologies, LLC (AS&T) to:  


1.1
Have employees work the hours/week consistent with the needs and dictates of AS&T/customer business, contract, work location and schedule requirements.  If such requirements do not apply, AS&T’s full time employees are to work 40 hours/week and part time employees (less than 40 hours/week) are to work the hours specified by their employment category (per AS&T’s Policy #2002).


1.2
Require and authorize employees to work in excess of their designated hours/week to meet AS&T’s business/customer requirements and obligations.


1.3
Consider holiday, vacation, sick leave and leave of absence (LOE) hours taken during a scheduled work week as days worked for Non-Exempt employees in determining if overtime hours are applicable or payable:


1.4
Authorize employees to work overtime hours on the same day as AS&T’s paid holiday hours, but not authorize overtime hours on days that employee's utilize sick, vacation or leave of absence hours.


1.5
Require and/or authorize employees to work flexible hours to meet AS&T’s business/customer requirements, project dictates or other requirements. 


1.6
To pay overtime compensation to non-exempt employees who work in excess of forty hours per work week for Flexible Work Hours Schedules.

2.
ELIGIBILITY

All non-exempt employees.
3.
DEFINITIONS

3.1
Non-Exempt Employee


An employee who performs work which is covered by (i.e. not exempt from) the Federal Fair Labor Standards Act.  Such employee is subject to the premium overtime provisions of the Act.


3.2
Generic Work Day


A continuous 24-hour period commencing usually at 8:00 A.M. on one calendar day and ending at 7:59 A.M. on the next calendar day.  For AS&T’s employees working on customer facilities with  different work hours the hours dictated by the customer's policy to be a "normal work day" will apply.


3.3
Generic Work Week


A regularly recurring 168 hours period of seven consecutive workdays; commencing 12:00 A.M. Saturday and ending 11:59 P.M. Friday.


3.4
Generic Pay Period


A regularly recurring 336 hours period of 14 consecutive workdays; commencing 12:00 A.M. Saturday and ending 11:59 P.M. Friday.


3.5
Normal AS&T Work Schedule


Designated hours/week determined by business, contract, customer, etc. requirements.


3.6
Employee's Work Schedule



The specific hours of the workday and days of the workweek that an employee is assigned to perform his/her work for the Company.


3.7
Flexible Work Schedule 



A schedule that deviates from a common 5 day, 40 hour work week but does not exceed 40 hours in a one week pay period.  It may include more hours per day, less days per week, different work day start and stop times, etc.  Any hours in excess of 40 in a given week must be overtime hours. 


3.8
Overtime


Hours worked in excess of forty hours per work week.  

4.
GENERAL

4.1
Extended Work Schedules 



Certain unusual work, business, contract and emergency situations will dictate the need for AS&T’s employees to work overtime hours beyond their designated work schedules for the following reasons:



4.1.1
AS&T’s contracts/subcontracts require such overtime hours.



4.1.2
Working on AS&T and/or customer sites/facilities which dictate the hours of contractor support that are required.  



4.1.3
Working at AS&T’s sites/locations that require extended work hours.  



4.1.4
The effort is at sea, in the air, or other client/user-imposed extended hours working environment.



4.1.5
The effort is a rush project which requires an extensive number of hours on a concerted basis from certain highly qualified personnel whose contribution is essential to the success of the work/endeavor involved. 


4.2
Overtime Hours on Holidays/Vacation/Sick/LOE Days 



Overtime hours in excess of an employee's regular holiday hours may be scheduled and worked on Company paid holidays.  Overtime hours in excess of vacation, sick and Leave of Absence hours may NOT be scheduled and worked on the same day.


4.3
Counting and/or Charging Holiday, Vacation, Sick Leave and Paid Leave of Absence Hours



For NON-EXEMPT EMPLOYEES: All such hours count as hours worked, and for charging (pay purposes).  Full time non-exempt personnel will be paid eight (8) hours for each of those days.  Part time “A” non-exempt personnel will be paid in accordance with their employee category. 


4.4
Overtime During Travel Status


When an employee's job assignment involves traveling from one work site to another, after reporting for the day's work, the travel time must be counted as hours worked.



If an employee is assigned to a fixed work location and is temporarily required to travel, on a daily basis, to another company or customer location and the travel time to and from his/her home to the new location is greater than the normal travel time to and from his/her "fixed" work location, the travel time difference must be considered as time worked.



If an employee is assigned to a temporary work location that requires remaining overnight for one or more days, any time the employee spends in traveling, to and from his/her permanent work location and the temporary location, which falls within the normally schedule work hours of the employee (7 days per week including Saturdays and Sundays) will be considered as hours worked.

5.
PROCEDURE

5.1
Overtime Approvals/Form (Full Time Non-Exempt Employees)


Requests for overtime hours for Non-Exempt employees are to be initiated, approved and submitted to the Payroll Department by the employee's immediate manager IN ADVANCE of work performance as follows:



(a)
Coordinate proposed overtime with affected employees to assure feasibility.



(b)
Complete an AS&T’s NON-EXEMPT EMPLOYEE OVERTIME AUTHORIZATION FORM (attached).



(c)
Obtain approvals:





Program Manager or President/CEO 




DIRECT LABOR




Contracting Officer's Technical Representative's (COTR) approval authorizing the charging of overtime to the contract.




OVERHEAD/G&A




President/CEO or Secretary/Treasurer approval indicating the appropriateness of such overtime.


5.2
Overtime Approvals/Form: Part Time "A" Non-Exempt Employees (20 - 39 hrs/week)


Part time "A" Non-Exempt employees only require Overtime Authorization Forms when their anticipated hours per week WILL EXCEED 40 hours.


5.3
Supervision


Employees required to work overtime hours must be supervised.


5.4
Processing of Overtime Authorization Forms


Upon receipt of the employee's properly completed and approved time sheet (per Policy 7004), which includes the authorized overtime hours, and comparing it to the previously received overtime Authorization Form for compatibility, the Payroll Department will make the required payment.


5.5
Overtime Compensation

Non-exempt employees assigned to work overtime are to be compensated as follows:


One and one-half times their base hourly rate for all hours in excess of 40 in any one workweek.  In addition to the full time employee's normal 8 hours of holiday pay, they will receive one and one-half times their base hourly rate for the authorized excess hours worked on a paid Company holiday (only if hours in that week exceed 40 hours). 


5.6
Per AS&T’s Policy, overtime hours are not allowed on sick, vacation or leave of absence days.


5.7
Application of Shift Differential to Overtime Compensation


Employees working the second or third shift will have their shift differential rate included in their base hourly rate before overtime compensation is calculated.

6.
EXCEPTIONS

Exceptions to this Policy must be approved by the President/CEO 

7.
REFERENCED POLICIES

2002  -  Employment Categories


3001  -  Holidays

7004 -   Preparation of Time Sheets

The following form is incorporated into this policy by reference and can be found in the forms section:

· Non-Exempt Employee Overtime Authorization
2005
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