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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’s 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 and customer requirements/obligations.

1.3
Utilize a Total Hour (time keeping) Accounting System requiring employees to record on their time sheet both compensated and uncompensated hours worked, in accordance with government contract time keeping requirements.  (This pertains to exempt employees only). 

1.4
Require employees to obtain advanced approval for extended hours, both compensated and uncompensated utilizing the authorization forms contained in this policy and forward the applicable form to the Payroll Department. 

1.5
Not provide Exempt Employees compensation for additional hours worked in excess of approved designated hours, and/or approved extended hours.

1.6
Consider holiday, vacation, sick leave and paid leave of absence (LOA) hours taken during a scheduled work week (or a flexible schedule 2 week period) as follows in determining if extended work week/overtime hours are applicable or payable:

· For Exempt Employees:




Do Count for pay purposes. (Enter all on time sheet).

Do Not count as days worked for extended work week calculations.


(e.g. an exempt employee on a 40 hour work week is required to work 5 days at 8 hours/day and takes off a paid (8 hour) holiday in the same week, totaling 48 paid hours but only 40 work hours.  Therefore, an extended work week is not involved).

· For Non-Exempt Employees:





Do Count for pay purposes. (Enter all on time sheet).





Do Count as days worked for overtime hours calculation.

1.7
To pay employees for HOLIDAY and LEAVE OF ABSENCE DAYS (Bereavement, Jury Duty, and Military Leave) as follows: Full Time Employees: 8 hours; Part Time "A" Employees (20 - 39 hrs/wk); in proportion to the number of hours/week/day designated by their employment category (all at the employee's base rate). 



1.8
To pay employees for VACATION and SICK DAYS equal to the number of hours per day stipulated by their pre-approved designated work schedule.  Standard 8 hours/day designated schedule = 8 hours, Flexible Schedules (Alternate Work Schedules) = number of hours/day shown on AS&T's Flexible Work Schedule Authorization Form (9, 10, 11 hours/day, etc.) which was approved by management and submitted to the Payroll Department.  All at the employee's base rate. 

1.9
If required, authorize employees to work extended hours on the same day that they took off for an AS&T’s paid holiday, but not authorize extended hours on days that employee's utilized sick, vacation or leave of absence hours (when extended hours and/or overtime are involved, utilize applicable approval forms contained in this policy).
1.10
Require and/or authorize employees to work flexible hours (alternate work schedules) to meet AS&T’s business and/or customer requirements, project dictates or other requirements. 

2.
DEFINITIONS 

2.1
A 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.

2.2
Normal AS&T’s Work Schedule 


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

2.3
An Exempt employee 


An employee who performs work which the Federal Fair Labor Standards Act describes as professional, administrative, executive, or outside sales in nature and is paid a specific annual salary.

2.4
A 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.

2.5
Flexible Work Schedule 


A schedule that deviates from a common 5 day, 40 hour work week and does not exceed 80 hours in a 2 week pay period.  It may include more hours per day, less days per week, different work day start and stop times, etc.  When such schedules are to be worked it is to be determined by customer/project needs, and the schedule options are to be worked out between the supervisor and each affected employee.  When finalized, the schedule is to be submitted on the attached Authorization Form (through channels) to the Payroll Department.   This only applies to exempt employees.

2.6
Extended Work Week/Schedule 


A specific schedule in excess of an employee's designated hours, planned and authorized in advance, for a specified period of time.   Compensation may or may not be paid to exempt employees working such an extended work week schedule based on management's approval (as defined herein).  

2.7
Overtime

Hours worked in excess of 40 hours per work week(non-exempt employees).  For Flexible Work Hours Schedules: In excess of 80 hours/2 week pay period (exempt employees).

2.8
Uncompensated Overtime/Extended Hours 


Those worked by exempt AS&T’s employees over and above their designated work hours or approved extended hours for which AS&T’s employees will not be compensated.

  3.
ELIGIBILITY

This Policy applies to all Full Time and Part Time "A" (20-39 hours/week) AS&T’s employees.

  4.
GENERAL
4.1
FLEXIBLE WORK SCHEDULES
4.1.1
Certain unusual work, business, customer and personnel situations will dictate the need for AS&T’s employees to work flexible schedules which deviate from a common 5 day, 40 hour work week.  Such schedules may include more hours per day with less days per week, different work day start and stop times, etc.  Supervisors are to develop such schedules with their employee, enter them on the attached authorization form, obtain approvals and submit them to the Payroll Department.

4.1.2
40 Cumulative Hours/Week Schedules

In cases where flexible work schedules involve more than 8 hours/day and result in employees working 40 hours/week in less than 5 days, the remaining days in the week are not normal work days, but rather days over and above the employee's normal 40 hour week (i.e. day(s) off).  Using a 4 ten-hour-days-per-week example, which results in a 40 hour week in 4 days, the fifth day does not qualify as a normal workday.

4.1.3
80 Cumulative Hours/2 Weeks Schedules

In cases where flexible hours schedules encompass 2 weeks (80 hour period), the hours worked per week may be more or less than 40, but must total the required 80 hours in a 2 week pay period with some days scheduled as "days off"  (Non-exempt hours over 40/week are overtime hours).

4.1.4
Limited Use of "Days Off" During Flexible Work Weeks

When a full 40 hours/week, or 80 hours/2 weeks are worked, use of "days off" is limited as follows:
a.
Extended Workweek/Overtime: Is allowable

b.
Sick Leave: Not allowable. (May be taken on other days of the week)

c.
Vacation: Not allowable.

d.
Leave of Absence: Not allowable.

4.1.5
Allocation of Holiday, Vacation, Sick Leave and Paid Leave of Absence Hours 


(a)
EXEMPT EMPLOYEES:

· Do Not count as hours worked for extended work week calculations.

· Do Count for pay purposes (enter all on time sheet).


(b)
NON-EXEMPT EMPLOYEES:

· Do count for hours worked and for pay purposes (enter all on time sheet).

4.1.6
Allowable Deviations from Flexible Schedules & Use of "Days Off"   

(a)
For Exempt Employees

Since holiday, vacation, sick leave and leave of absence hours DO NOT count as hours worked for Exempt Employees when holidays, vacation, sick leave and/or leaves of absence occur during a scheduled work period, deviations from the existing schedule may be made and "days off" may be utilized for work hours during the affected 40 hours and 80 hour periods.  For example, if an exempt employee's assigned schedule involves working 4 ten hour days in a 40 hour week with the fifth day designated as a "day off", and a paid AS&T’s holiday (8 hours) falls in the week (which does not count as hours worked) the employee may work 10 hours on the "day off" and still not exceed the 40 hour work week.
(b)
For Non-Exempt Employees

Holiday, vacation, sick leave and leave of absence hours DO COUNT as hours worked for Non-Exempt Employees and are credited at 8 hours each for full time employees (part time A employees' hours are based on employment status). For employees working flexible hours that involve more than 8 hours/day to achieve their scheduled work hours (not to exceed 40 hours a week) their worked hours will be less than scheduled and the difference must be made-up to meet the scheduled work period.  For example, if a non-exempt employee is scheduled to work 4 ten hour days in a 40 hour week (with 1 day off), because holidays (etc), count for 8 hours/day each, resulting in only 38 hours worked in the affected week, the employee's  supervisor must change the employees schedule to make up the other 2 hours during that week.

4.1.7
Reschedules

Supervisors may make periodic adjustments or changes to employee's work schedules, including temporary or permanent cancellation of flexible work schedule.  On occasion, Supervisors will temporarily change an employee's flexible work schedule to a basic 8 hour per day schedule for such purposes as official travel, training, other operational requirements, or jury duty, bereavement leave, military leave, etc.  The employee with the approval of his/her supervisor, may revert back to his/her previous flexible work schedule immediately following completion of such functions, whenever possible, or at the beginning of the following pay period. Such deviations from the existing schedule NEED NOT be reported to the Payroll Department because such deviations (due to holidays, vacation, etc.) will be evident on the affected time sheets and management's approval signature will show concurrence with the recorded deviations.  If an employee's hours worked will exceed 40 hours/wk, (non-exempt) or 80 hours in a 2 week period (exempt) proper excess hours authorization forms are required.  

4.1.8
Procedure for Development, Approval & Update of Fixed/On-Going Flexible Work Schedules

Since such schedules are based on customer/site requirements and involve a formal commitment to specific hours a day and days per week and impact numerous personnel and organizations, managers of employees assigned to such schedules must:

(1)
Coordinate proposed flexible work schedules/options compatibility and feasibility.

(2)
Complete an AS&T’s FLEXIBLE WORK SCHEDULE AUTHORIZATION FORM (attached) showing the schedule, time period and names of the affected employees (sample attached).

(3)
Obtain the President/CEO 's approval signature.

(4)
At the beginning of each new year and/or when initiating a flexible work schedule, submit the approved form to the Payroll Department prior to the commencement of the work schedule.

(5)
Promptly update the form as changes occur and forward it to the Payroll Department in a timely manner (with the exception of Allowable Deviations covered in section 4.1.5).

4.1.9
Procedure For Unscheduled Flexible Work Hours

Employees who are not assigned to a flexible work schedule may be required at times to work such schedule in support of a project or organization that does work a flexible work schedule.  A Flexible Work Schedule authorization form is not required.
If the hours worked do not exceed 40 hours per week (non-exempt) or 80 hours in a two week pay period (exempt), an Overtime Authorization form or Extended Work Week Authorization form is not required (For example: works 4 ten hour days in a work week).  The usual time sheet approval signatures will show authorization and approval of such work hours.  If the hours/week exceed 40 (non-exempt) or 80 hours in a two week pay period (exempt), the Overtime or Extended Work Week Authorization forms would be applicable.

4.2
EXTENDED WORK SCHEDULES

4.2.1
Certain unusual work, business, contract and emergency situations will dictate the need for AS&T’s employees to work extended work schedules beyond their designated work week schedule for the following reasons:

· AS&T’s contracts/subcontracts require such extended work hours.

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

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

· 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. 

4.2.2
Short Term/Long Term Extended Work Schedules

4.2.2.1  Short Term
Such schedules apply in emergency conditions or in situations requiring additional effort over a limited period of time which is necessary to assure the timely accomplishment of objectives.  They are intended to be temporary, expedient measures and exempt employees may or may not be paid additional compensation (maximum period of 14 weeks).


4.2.2.2  Long Term

Such schedules apply in situations such as long term field/site support, major AS&T’s business ventures/projects, and long term R&D type efforts with accelerated schedules and the exempt employees may or may not be paid additional compensation (see 4.2.1).  Such schedules apply when employees are assigned to AS&T’s contracts/subcontracts that require working in excess of their designated hours for the life of the contract/subcontract (maximum period of a year). 

4.2.2.3 Extended Hours on Holidays/Vacation/Sick/LOA Days 


Extended hours in excess of an employee's regular holiday hours may be scheduled and worked on Company paid holidays.  Extended hours in excess of vacation, sick and Leave of Absence hours may NOT be scheduled and worked on the same day.  As required, employees may work additional hours beyond their 8 holiday hours and be paid for the holiday plus the hours worked (See section 6).

4.2.2.4
Approval Timing and Form (Exempt/Non-Exempt Employees)


Overtime schedule hours for Non-Exempt employees are to be approved in advance of actual work performed by use of AS&T's NON-EXEMPT EMPLOYEE OVERTIME AUTHORIZATION FORM (attached).


Extended workweek schedules/hours for Exempt employees are to be approved in advance of actual work performed by use of AS&T's EXEMPT EMPLOYEE EXTENDED WORKWEEK AUTHORIZATION FORM (attached).

Part Time "A" employees (20 through 39 hours per week) who work in excess of their designated (employment category) hours per week DO NOT require an Extended Workweek Authorization form unless their total hours to be worked per week will exceed 40 hours (non-exempt) or 80 hours per 2 week pay period (exempt). 
5.
COMPENSATION

Compensation for overtime hours is as follows:

5.1
Full Compensation
· Non-Exempt Employees:


In accordance with the Federal Fair Labor Standards Act/ AS&T’s Policy No. 2005 (Overtime compensation for Non-Exempt Employees)
· Exempt Employees:


In accordance with advanced authorization (refer to AS&T’s  Policy No. 2005-1 - Overtime Compensation for Exempt Employees)


5.2
No Compensation
· Exempt Employees:


Consistent with AS&T's Total Hour (time keeping) Accounting System, all uncompensated extended hours worked beyond an employee's designated hours, must be approved in advance utilizing the authorization form contained in this policy.


Extended hours occurrences for which exempt employees will not be compensated include:

· Contracts/subcontracts that require assigned AS&T’s personnel to work such uncompensated hours.

· Business locations, field support sites, etc. that require employees to work such uncompensated overtime to meet business/customer needs.

· For extended hours over and above those authorized and approved for payment.

· For occasional work performed beyond designated work hours to meet job requirements ("Casual Overtime"):

· Unplanned rush projects, schedule changes, etc.

· Occasions when a small amount of extended time is needed to avoid waste and inefficiency (such as completion of the final phase of a labor intensive test to avoid having to redo the entire phase).

· Continuing to work during a shift operation when the employee's replacement fails to arrive, and until relieved.

· Time worked at the discretion of an individual or for personal convenience. 

 6.
PAYMENT

EXEMPT EMPLOYEES

EXEMPT EMPLOYEES ASSIGNED TO AN EXTENDED WORKWEEK SCHEDULE ARE TO RECEIVE THEIR BASE WEEKLY SALARY PLUS THE EQUIVALENT STRAIGHT TIME BASE HOURLY RATE FOR THE EXTENDED HOURS WORKED, NOT TO EXCEED THE AUTHORIZED SCHEDULE.  EXTENDED WORKWEEK COMPENSATION IS ONLY APPLICABLE FOR APPROVED WORK HOURS IN EXCESS OF THE DESIGNATED WORK WEEK.  PLEASE REFER TO AS&T’S  POLICY NO. 2005-1 (OVERTIME COMPENSATION FOR EXEMPT EMPLOYEES) FOR ADDITIONAL INFORMATION. 

HOURS WORKED ON A DESIGNATED, COMPANY-PAID HOLIDAY BY AN EXEMPT EMPLOYEE WHO IS ASSIGNED TO AN AUTHORIZED EXTENDED WORKWEEK SCHEDULE SHALL BE PAID APPLICABLE EXTENDED WORKWEEK STRAIGHT TIME COMPENSATION IN ADDITION TO THE EMPLOYEE'S NORMAL 8 HOURS OF HOLIDAY PAY.

CERTAIN CONTRACTS AND SITUATIONS DICTATE THAT COMPENSATORY TIME OFF WILL BE USED IN LIEU OF PAID OVERTIME COMPENSATION. PLEASE REFER TO AS&T’S POLICY NO. 2005-1 (OVERTIME COMPENSATION FOR EXEMPT EMPLOYEES) FOR DETAILS. 

NON-EXEMPT EMPLOYEES

NON-EXEMPT EMPLOYEES ASSIGNED TO WORK OVERTIME (PER POLICY 2005) ARE TO BE COMPENSATED AS FOLLOWS:

ONE AND ONE-HALF TIMES THEIR BASE HOURLY RATE FOR ALL HOURS WORKED IN EXCESS OF 40 IN ANY ONE WORKWEEK.  IN ADDITION TO THE 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 WORKED IN THAT WEEK EXCEED 40 HOURS). 
NOTE: OVERTIME HOURS ARE NOT PERMITTED ON VACATION, SICK, AND LEAVE OF ABSENCE DAYS.
 7.
APPROVALS

Direct Labor/Sr. Executive Vice President/COO or President/CEO

Initial advance approval is implicit by the immediate Manager who originates the Authorization form, and approval at the operations level is the responsibility of the Program Manager and President/CEO.


In addition, the following approval signatures are required, as applicable:



Direct Labor



(Non-Exempt only)
Contracting Officer's Technical Representative (COTR)

Sr. Executive Vice President/COO or President/CEO:
President/CEO or Secretary/Treasurer

 8.
PROCESSING (Exempt and Non-Exempt Extended Workweek/Overtime Authorizations)

To authorize an Extended Workweek for an exempt employee, an AS&T’s EXEMPT EMPLOYEE EXTENDED WORK WEEK AUTHORIZATION FORM must be completed and the required approvals obtained. To authorize overtime for a Non-Exempt Employee, a NON-EXEMPT EMPLOYEE AUTHORIZATION FORM must be completed and approved.


The completed and approved authorization form(s) will be forwarded to the Payroll Department for processing and verification of compliance with AS&T’s policies.  Any discrepant authorizations will be returned to the originating manager with a notation of the discrepancy attached.  


Subsequent to the receipt of a properly approved Extended Workweek Authorization form, the Payroll Department will attach the form to employee's time sheet(s) with extended hours included.  Payment of approved extended workweek hours will be made by the Payroll Department. As previously stated, hours must be approved before the employee works the extended hours.  The appropriate workweek from, fully approved, should be received by the Payroll Department before the time sheet is submitted.

9.
ENTERING EXTENDED HOURS ON TIME SHEET

Utilization of the Total Hour Accounting System involves the recording of approved compensated and uncompensated excess hours and requires that employees receive them separately on their time sheet as follows:

· Paid Overtime Compensated Hours (Exempt Employees)


(If hours exceed designated number of work hours)


-  Same line as regular hours



-  Enter code "C" in SC column on time sheet

· Paid Overtime Compensated Hours (Non-Exempt Employees)


-  Separate Line


-  Enter "O/T" in SC Column

· Compensatory Time Off (Exempt Employees Only)


-  Separate Line



-  Enter Code "CT" in SC Column

· Uncompensated Hours (Exempt Employees Only)



 -  Separate Line



 -  Enter Code "U" in SC column

10.
EXCEPTIONS

Exceptions to this policy must be approved by the President/CEO.

11.
REFERENCED POLICIES
2002
Employment Categories

2005
Overtime Compensation for Non-Exempt Employees

2005-1
Overtime Compensation for Exempt Employees

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

· Exempt Employee Extended Workweek Authorization
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