
West Lafayette Public Library Board of Trustees

Meeting Agenda for Wednesday, June 12, 2024 - 6:30 PM

208 West Columbia Street, West Lafayette, IN 47906 - Staff Meeting Room 225

Video conference link: https://us02web.zoom.us/j/81771300774

Phone: (309) 205-3325 - Meeting ID: 817 7130 0774

1. Quorum

2. Board minutes

3. Treasurer’s report and claims

4. President’s report

5. Library Report

6. Old business

a. Rooftop solar panels

b. Fair Labor Standard Act - New Standards, July 1, 2024

7. New business

a. Standard and Poor (S&P) review

8. Topics for future action and discussion

9. Comments from the public

10. Adjourn

https://us02web.zoom.us/j/81771300774


























Appropriation Report for 100 Operating

West Lafayette Public Library

Report Date: From 05/01/24 To 05/31/24

Account # Description
Annual 

Appropriation

Change to 

Appropriation

Current 

Appropriation

Disbursements 

This Month

Disbursements 

YTD Balance

Percent

 

1.  Personal Services

1.11 Library Director $92,000.00 $0.00 $92,000.00 $38,923.06$10,112.53 $53,076.94 57.7

1.12 Full-time Employees $356,000.00 $0.00 $356,000.00 $119,906.98$28,426.15 $236,093.02 66.3

1.16 Part-time Employees $281,000.00 $0.00 $281,000.00 $104,829.46$25,055.69 $176,170.54 62.7

1.2 Employer's Contribution Short-term Disability $2,380.00 $0.00 $2,380.00 $2,345.53$476.17 $34.47 1.4

1.21 Employer’s Share-FICA & Medicare $56,000.00 $0.00 $56,000.00 $20,077.17$3,385.56 $35,922.83 64.1

1.22 Unemployment Compensation $1,500.00 $0.00 $1,500.00 $827.18$73.51 $672.82 44.9

1.23 Employers Contribution-PERF $82,000.00 $0.00 $82,000.00 $16,649.64$3,064.28 $65,350.36 79.7

1.24 Employer’s Contribution-Gp. Insurance $83,877.00 $0.00 $83,877.00 $26,786.69$3,891.09 $57,090.31 68.1

Subtotal $954,757.00 $954,757.00 $74,484.98 $330,345.71 $624,411.29 65.4

2.  Supplies

2.1 Office Supplies $15,000.00 $0.00 $15,000.00 $5,469.96$550.87 $9,530.04 63.5

2.11 Program Supplies $7,000.00 $0.00 $7,000.00 $2,494.72$791.43 $4,505.28 64.4

2.21 Cleaning & Sanitation Supplies $6,240.00 $0.00 $6,240.00 $1,229.71$114.20 $5,010.29 80.3

Subtotal $28,240.00 $28,240.00 $1,456.50 $9,194.39 $19,045.61 67.4

3.  Other Services and Charge

3.13 Legal Services $3,000.00 $0.00 $3,000.00 $0.00$0.00 $3,000.00 100.0

3.14 Other Professional Services/Bank Fees $15,000.00 $0.00 $15,000.00 $10,077.19$2,167.31 $4,922.81 32.8

3.145 Databases $20,000.00 $0.00 $20,000.00 $15,118.96$2,476.30 $4,881.04 24.4

3.146 eBooks $3,500.00 $0.00 $3,500.00 $2,500.00$0.00 $1,000.00 28.6

3.21 Telephone and Internet $35,000.00 $0.00 $35,000.00 $15,017.69$2,288.53 $19,982.31 57.1

3.22 Postage $1,150.00 $0.00 $1,150.00 $858.30$158.34 $291.70 25.4

Page 1 of 3Printed on Thursday, June 6, 2024



Account # Description
Annual 

Appropriation

Change to 

Appropriation

Current 

Appropriation

Disbursements 

This Month

Disbursements 

YTD Balance

Percent

 

3.23 Traveling Expense $1,500.00 $0.00 $1,500.00 $678.58$397.85 $821.42 54.8

3.24 Professional Meetings $5,000.00 $0.00 $5,000.00 $1,232.70$144.22 $3,767.30 75.3

3.26 Program Costs $10,000.00 $0.00 $10,000.00 $1,058.61$82.11 $8,941.39 89.4

3.31 Advertising & Public Notices $1,000.00 $0.00 $1,000.00 $252.10$0.00 $747.90 74.8

3.41 Insurance:  Official Bonds $100.00 $0.00 $100.00 $0.00$0.00 $100.00 100.0

3.42 Other Insurance:  Property and Liability $30,000.00 $0.00 $30,000.00 $10,118.66$1,989.00 $19,881.34 66.3

3.51 Gas service $5,000.00 $0.00 $5,000.00 $1,653.02$55.34 $3,346.98 66.9

3.52 Electricity $110,000.00 $0.00 $110,000.00 $47,978.24$9,118.66 $62,021.76 56.4

3.54 Water and Waste Disposal Services $8,320.00 $0.00 $8,320.00 $3,326.18$342.16 $4,993.82 60.0

3.61 Repair & Maintenance Building $68,000.00 $0.00 $68,000.00 $29,928.76$2,005.25 $38,071.24 56.0

3.62 Fire Alarm $1,000.00 $0.00 $1,000.00 $594.00$0.00 $406.00 40.6

3.63 Repair & Maintenance Garage $25,000.00 $0.00 $25,000.00 $8,046.23$2,475.95 $16,953.77 67.8

3.72 Copier/Rental Equipment $4,100.00 $0.00 $4,100.00 $1,480.43$194.52 $2,619.57 63.9

3.9 Debt service/Leasing/Other $100.00 $0.00 $100.00 $0.00$0.00 $100.00 100.0

3.91 Dues and Membership $15,000.00 $0.00 $15,000.00 $8,902.62$35.00 $6,097.38 40.6

3.94 Transfer to LIRF $55,398.00 $0.00 $55,398.00 $0.00$0.00 $55,398.00 100.0

Subtotal $417,168.00 $417,168.00 $23,930.54 $158,822.27 $258,345.73 61.9

4.  Capital Outlays

4.4 Computers $10,000.00 $0.00 $10,000.00 $180.00$180.00 $9,820.00 98.2

4.5 Books $66,000.00 $0.00 $66,000.00 $14,284.90$3,877.85 $51,715.10 78.4

4.6 Periodicals and Newspapers $4,835.00 $0.00 $4,835.00 $416.00$63.50 $4,419.00 91.4

4.74 DVD $8,500.00 $0.00 $8,500.00 $1,339.32$353.46 $7,160.68 84.2

4.75 Audiobooks $2,500.00 $0.00 $2,500.00 $548.47$0.00 $1,951.53 78.1

Subtotal $91,835.00 $91,835.00 $4,474.81 $16,768.69 $75,066.31 81.7
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Account # Description
Annual 

Appropriation

Change to 

Appropriation

Current 

Appropriation

Disbursements 

This Month

Disbursements 

YTD Balance

Percent

 

$1,492,000.00Grand Total $0.00 $1,492,000.00 $104,346.83 $515,131.06 $976,868.94

Approved by the State Board Of Accounts for West Lafayette Public Library on 01/01/98.

65.5
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Financial Report
West Lafayette Public Library

Report Dates = 05/01/24 to 05/31/24

Fund 
Start of 

year

Disbursements 

this month

Disbursements 

YTD

Receipts 

 this month

Receipts 

YTD Balance

1. General

100 Operating $89,337.24 $104,346.83 $515,131.06 $224,922.08 $358,737.31 ($67,056.51)

105 LIRF $4,736.71 $0.00 $0.00 $0.00 $0.00 $4,736.71

110 Petty Cash $75.00 $0.00 $0.00 $0.00 $0.00 $75.00

190 Transfer Fund $0.00 $47,330.65 $50,824.20 $47,330.65 $50,824.20 $0.00

Subtotal $94,148.95 $151,677.48 $565,955.26 $272,252.73 $409,561.51 ($62,244.80)

2.  Special Revenue

200 Gift & Memorial  Fund $165,663.13 $1,726.63 $19,139.10 $5,345.68 $24,264.39 $170,788.42

202 Rainy Day $50,260.25 $0.00 $0.00 $0.00 $0.00 $50,260.25

203 Levy Excess $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

226 Community Foundation $26,123.87 $0.00 $0.00 $0.00 $80.15 $26,204.02

227 Anna Akley Gift Fund $69,772.02 $0.00 $3,506.08 $0.00 $5,000.00 $71,265.94

Subtotal $311,819.27 $1,726.63 $22,645.18 $5,345.68 $29,344.54 $318,518.63

3. Debt Service

302 BONY Operatiing and Reserve 
AKA Debt Service Fund

$136,736.87 $0.00 $0.00 $1,345.67 $7,209.27 $143,946.14

303 Debt Service Fund (formerly 

Bond Fund)

$433,520.13 $0.00 $439,215.63 $94,749.28 $304,749.28 $299,053.78

305 2020 Audit Overage Amount 
Account

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Subtotal $570,257.00 $0.00 $439,215.63 $96,094.95 $311,958.55 $442,999.92

4.  Capital Projects

401 2019 Construction Fund $202,739.57 $8,286.33 $55,956.98 $0.00 $0.00 $146,782.59

402 2020 Construction Fund $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

403 BONY Sinking Fund $63.00 $0.00 $0.00 $0.00 $0.00 $63.00

404 BONY 2020 Bond Issue Expense 
Fund

$160,000.00 $0.00 $0.00 $0.00 $0.00 $160,000.00

422 State Technology Grant Fund $2,295.00 $0.00 $0.00 $0.00 $0.00 $2,295.00

Subtotal $365,097.57 $8,286.33 $55,956.98 $0.00 $0.00 $309,140.59

5. Clearing

800 PLAC $867.19 $0.00 $0.00 $0.00 $0.00 $867.19

803 Federal Tax $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

804 FICA $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

805 Medicare $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

806 State Taxes $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

807 County Taxes $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

808 PERF $0.00 $820.78 $4,459.67 $1,231.17 $4,870.06 $410.39

809 FSA Health $0.00 $0.00 $824.00 $0.00 $0.00 ($824.00)

810 Healthcare $0.00 $2,060.00 $4,719.28 $1,236.00 $4,719.28 $0.00

Subtotal $867.19 $2,880.78 $10,002.95 $2,467.17 $9,589.34 $453.58

$1,342,189.98Grand Total $164,571.22 $1,093,776.00 $376,160.53 $760,453.94 $1,008,867.92

$1,008,867.92Total all banks =
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 Bank Balances

West Lafayette Public Library

6/7/2024Report as of:

Bank

1 First Merchants/Lafayette B & 
T (7920/7939)

$406,764.94

2 Chase Bank $100,548.23

3 Bank of NY Mellon (OR)/2020 
OR 550512

$74,043.24

4 Bank of NY Mellon (SF)/2020 
SF 550511

$440.66

5 Community Foundation $16,520.02

6 Petty Cash (in the Library) $75.00

7 Chase Bank Savings Account $1,014.87

8 First Merchants Construction 
Account

$160,496.95

9 Bank of NY Mellon 2019 
Paying Agency/342634

$0.00

11 Bank of NY Mellon 2020 
Construct Fund/476345

$247,258.88

$1,007,162.79Total all banks =

Approved by the State Board Of Accounts for West Lafayette Public Library on 1/1/1998.
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West Lafayette Public Library
Monthly Balanced Cash Flow - Operating Budget 2024

Receipts: Jan Feb March April May June July August Sept Oct Nov Dec End of Year
Property Tax $131,461.31 $131,461.31
Circuit Breaker TC
Property Tax Shortfall
Auto Excise, CVET, FIT $0.00
LIT $19,510.00 $19,510.00 $19,510.00 $19,510.00 $19,510.00 $97,550.00
Addtl LIT $40,580.00 $40,580.00
Misc Revenues** $5,418.67 $32,626.43 $6,557.77 $8,714.61 $32,883.77 $86,201.25
Grants/Gifts $2,457.75 $487.00 $2,944.75
Total Receipts $24,928.67 $54,594.18 $26,067.77 $28,224.61 $224,922.08 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $358,737.31

Percent of Expenses
Disbursements:
Personnel Services $66,882.80 $64,985.24 $59,954.06 $64,038.63 $74,484.98 $330,345.71 64.13%
Supplies $958.12 $2,957.27 $1,929.76 $1,892.74 $1,456.50 $9,194.39 1.78%
Other Services and Charges$31,195.95 $35,884.87 $40,735.66 $27,075.25 $23,930.54 $158,822.27 30.83%
Capital Outlays $139.28 $2,036.41 $7,460.94 $2,657.25 $4,474.81 $16,768.69 3.26%
Fund Transfers
Total Disbursements $99,176.15 $105,863.79 $110,080.42 $95,663.87 $104,346.83 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $515,131.06

Net Cash Flow -$74,247.48 -$51,269.61 -$84,012.65 -$67,439.26 $120,575.25 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Beginning Cash $89,337.24 $15,089.76 -$36,179.85 -$120,192.50 -$187,631.76 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51

Cash Reserve (15 min/50 best)
Estimated Ending Cash$15,089.76 -$36,179.85 -$120,192.50 -$187,631.76 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -$67,056.51 -18.69%

*Misc Revenues YR TOTAL
Fines $96.00 $172.00 $181.00 $339.99 $182.99 $971.98 Fines
Copies $446.14 $372.20 $213.00 $635.37 $254.17 $1,920.88 Copies
Proctoring $0.00 Proctoring
Sale of Library Bags $15.00 $36.00 $9.00 $15.00 $9.00 $84.00 Sale of Library Bags
Interest $13.68 $8.72 $7.35 $4.26 $6.94 $40.95 Interest
Parking $4,388.40 $5,218.60 $4,997.02 $6,880.12 $4,753.76 $26,237.90 Parking
Community Foundation $11,202.00 $11,202.00 Community Foundation
WLPL Foundation $15,377.51 $27,056.66 $42,434.17 WLPL Foundation
Record Store Day $0.00 Record Store Day
Book Cellar $0.00 Book Cellar
Artist Commissions $331.50 $87.00 $418.50 Artist Commissions
Refunds to us/Voided Checks$167.30 $25.00 $75.66 $371.75 $639.71 Refunds to us/Voided Checks
Miscellaneous $78.00 $179.00 $813.50 $572.50 $245.00 $1,888.00 Miscellaneous
Donations $214.15 $35.40 $5.40 $104.71 $3.50 $363.16 Donations

$5,418.67 $32,626.43 $6,557.77 $8,714.61 $32,883.77 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $86,201.25

RAINY DAY
Start of Year Balance $50,260.25
Receipts $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Disbursements $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
End-of-Month Total $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25 $50,260.25

GIFT AND MEMORIAL
Start of Year Balance$165,663.13 2024 TOTAL
Receipts $1,216.85 $3,011.80 $12,792.10 $1,897.96 $5,345.68 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $24,264.39
Disbursements $5,429.15 $6,263.74 $3,077.68 $2,641.90 $1,726.63 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $19,139.10
End-of-Month Total $161,450.83 $158,198.89 $167,913.31 $167,169.37 $170,788.42 $170,788.42 $170,788.42 $170,788.42 $170,788.42 $170,788.42 $170,788.42 $170,788.42

Foundation: Foundation:
$11,212.96 FOR COTTAGE $3406.27 FOR COTTAGE



Parking Garage Proceeds 2024 Audit Report
SOY Balance

$0.00

Report Date: From 05/01/24 To 05/31/24

Receipt # Date Description AmountExplanation Memo

293 Parking Receipt $291.53100/318-05/01/24

294 Parking Receipt $246.21100/318-05/02/24

295 Parking Receipt $227.36100/318-05/03/24

296 Parking Receipt $205.69100/318-05/06/24

296 Parking Receipt $292.26100/318-05/06/24

296 Parking Receipt $233.36100/318-05/06/24

297 Parking Receipt $142.51100/318-05/08/24

298 Parking Receipt $172.04100/318-05/09/24

299 Parking Receipt $250.47100/318-05/10/24

300 Parking Receipt $254.35100/318-05/13/24

300 Parking Receipt $316.79100/318-05/13/24

300 Parking Receipt $371.18100/318-05/13/24

278 Desk Receipts $20.00100/318-05/14/24

302 Parking Receipt $174.71100/318-05/15/24

303 Parking Receipt $235.86100/318-05/16/24

304 Parking Receipt $127.13100/318-05/17/24

307 Parking Receipt $159.94100/318-05/20/24

307 Parking Receipt $137.97100/318-05/20/24

307 Parking Receipt $47.53100/318-05/20/24

309 Parking Receipt $105.95100/318-05/22/24

310 Parking Receipt $97.46100/318-05/23/24

311 Parking Receipt $84.84100/318-05/24/24

314 Parking Receipt $47.54100/318-05/28/24

314 Parking Receipt $70.07100/318-05/28/24

314 Parking Receipt $133.98100/318-05/28/24

315 Parking Receipt $32.42100/318-05/29/24



Parking Garage Proceeds 2024 Audit Report
SOY Balance

$0.00

Report Date: From 05/01/24 To 05/31/24

Gain/Loss This Project YTD: $15,450.05

ExplanationVoucher # AmountDate Vendor Memo

100/3.14-Charges for 
credit card use in garage

299 $127.0905/02/24 Fullstream

$127.09Total For 100/3.14

100/3.63-Call Center 
support for Garage 
Parking System

262 $321.9505/08/24 Parker Technology 
LLC

100/3.63-Quarterly 
Service agreement

260 $1,800.0005/08/24 Light & Breuning 
Inc

$2,121.95Total For 100/3.63

100/3.63-Monthly useage 
fee for parking garage 
system for May 2024

288 $354.0005/22/24 netPark Software 
LLC

$354.00Total For 100/3.63

$2,603.04Total Expenses to Date:

316 Parking Receipt $97.81100/318-05/30/24

318 Parking Receipt $166.80100/318-05/31/24

$4,743.76Total For 100/318

$4,743.76Total Receipts :





In April, 2024 the US Department of Labor revised Fair Labor Standards (FLSA) regulations.
Over time, this will increase the salary that exempt employees must make. Exempt employees
are ineligible for overtime. Nonexempt employees are eligible for overtime pay at 1.5x their
hourly wage for any time worked past 40 hours in a week.

Currently, there are 6 employees at West Lafayette Public Library who are classified as
nonexempt.

July 1, 2024 - Phase 1
Minimum wage for exempt employees will increase to $43,888 per year ($844 a week).

● One employee at WLPL does not meet this threshold. In order to remain in compliance
we will need to either:

○ Adjust their salary to the required level (increase of $3,098.63)
○ Reclassify their position to nonexempt and allow for overtime for any time past 40

hours

Recommendation: Reclassify position to nonexempt.
● Reclassify all positions that are nonmanagerial, nonMLS roles to be nonexempt.

○ This would include changing a current employee above that threshold
based on the position’s job responsibilities

● Allocate funds for overtime pay in the next year’s budgeting cycle.

January 1, 2025
Minimum wage for exempt employees will increase to $1128 a week ($58656) per year.

● Two Department Heads do not meet this threshold.

Role Current Pay 2025 pay with
.02% COLA

2025 pay with
.03% COLA

Needed
increase

Teen and Adult
Dept Head

53740.13 544814.80 55352.2 Approx 9.4%

Children’s Dept
Head

54525.12 55615.62 56160.87 Approx 8%

Recommendation: Reevaluate in November when we look at potential cost of living
increases and respond to the numbers that are established in Federal Court.



4. CLASSIFICATION AND HOURS

Effective date: March 8, 2023

4.1 CLASSIFICATIONS OF EMPLOYMENT

Full-time Employee: A full-time employee is one who is routinely scheduled to
work 30-40 hours per week on behalf of this Employer. Full-time employees
meeting length-of-service requirements are eligible for certain benefits, as
individually negotiated with the Library Director.

Part-time Employee: A part-time employee is one who is routinely scheduled to
work fewer than 29 hours per week on behalf of this Employer. Part-time
employees are not eligible for employee benefits, excepting as indicated in specific
benefit descriptions, or except as negotiated with the Library Director.

Temporary Employee: A temporary employee is one who is hired for special
projects or short-term periods of time. A temporary employee may work any
number of hours a week. Temporary employees are not eligible for employee
benefits. Temporary employees will work no more than twelve hundred (1,200)
hours each year. Interns and State Student workers are considered temporary
employees.

PERF retirement benefits take effect automatically when you work 30 hours or more in a
given week, for more than 13 weeks.

Nonexempt and Exempt Employment Status

Your role is classified as follows, in accordance with the Fair Labor Standards Act.

Exempt: An exempt employee means you are not entitled to receive overtime pay
or compensatory time pursuant to federal and state law.Non-hourly, salaried,
employees who are exempt from the Fair Labor Standards Act (FLSA) overtime pay
requirements or

1



Non-exempt: An hourly employee is generally a "non-exempt" employee, meaning
that you are entitled to receive overtime pay or compensatory time pursuant to
federal and state law.

A salaried employee is an employee who is paid a fixed bi-weekly compensation. A
salaried employee can be considered "exempt" or “non-exempt.” Both an hourly and
salaried employee must receive at least the federal minimum wage rate. Your exempt or
non-exempt classification may be changed only upon written notification by the Library.

4.3 WORK SCHEDULES

Employee hours and schedule may vary each week in accordance with the nature of the
workload. Schedules are determined by Department Heads. Part-time or temporary
staff are not entitled to a minimum number of hours or predetermined schedule each
week.

Timekeeping

Accurate recording of time worked is your responsibility. Time worked is defined as time
spent on the job performing assigned duties. If you are a non-exempt employee,
accurately record the time you begin and end your work, according to the Library’s
timekeeping procedures. You should also record the beginning and ending time of any
split shift or departure from work for personal reasons. You may not clock out more
than 6 minutes prior to your start time or after your end time. Overtime work must be
approved by your supervisor or manager before it is performed.

Hours worked include any time spent at the workplace performing tasks associated with
your normal work duties. This includes time spent after a scheduled shift that is used to
complete tasks, time spent on tasks before a scheduled shift, time spent working on
normally assigned tasks at home, and all time spent at library related events or
programs. Record and report all time worked. Under no circumstances should an
employee have “off-the-clock” time at work or at home. Failure to comply with this rule
may result in disciplinary action up to and including termination.

4.4 BREAKS AND LUNCH PERIODS

All employees are entitled to the following paid breaks:

● 15 minutes during a scheduled four hour period.

2



● 20 minutes during a scheduled four to six hour period
● 30 minutes during a scheduled period of more than 6 hours.

Any break period more than 30 minutes will be considered an unpaid lunch/break and
should be included as such in the payroll system. Any break or lunch not taken during a
single working day is forfeit. Breaks cannot be combined to extend lunch periods or used
to shorten work days.

Break Periods for Breastfeeding nddf

The Library provides support to you if you are a breastfeeding mother who wishes to take
a break during your workday in order to express milk when separated from your child(ren).
A break for this purpose is not in addition to other break periods that may be allowed in a
department.

If you are breastfeeding you will be provided up to two break periods per day in order to
express milk for your infant child. If you wish to take breaks for this purpose, you should
discuss this matter with your manager or supervisor in order to schedule the breaks in
advance. The Library will designate a private area that you may use.

4.5 MAKE UP TIME/FLEXIBLE HOURS

If you miss work, you may make up missed time during the same week with the approval
of the supervisor. Such changes must be approved by the supervisor and they need to be
hours that are convenient for the organization. Employees who work less than 40 hours a
week may request flex time within a pay period as long as their two week total of hours
does not exceed twice their regular weekly schedule. In case of a loss of hours due to
holidays closings, all make up time will be approved.

4.8 OVERTIME FOR NON-EXEMPT EMPLOYEES

For hourly workers who work less than 40 hours a week, any hours scheduled in addition
to regular shifts will count as regularly paid hours as long as they are 40 or less per week.
Exempt salaried employees are not eligible for any overtime benefits.

Overtime should be a rare occurrence and whenever possible it should be approved by a
direct supervisor or the Director before it is used. The Director may on occasion ask an
you to work overtime, however overtime will never be mandatory for hourly workers.
Occurrences of unapproved overtime for hourly workers may be cause for disciplinary
action.
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In accordance with Department of Labor standards for government employees,
non-exempt employees working more than 40 hours in a work week will be provided
compensatory time pay at a rate of 1.5 times their hourly rate for each hour worked over
40. Overtime will be calculated on a weekly basis. PTO does not count as hours worked
towards overtime. Overtime and PTO will not be paid in the same week. PTO will be
deducted and not used until the employee is at or under 40 hours. Overtime and holiday
pay may be paid in the same pay period however holiday hours do not count towards
hours worked towards overtime.

4.9 COMPENSATORY TIME OFF POLICY FOR EXEMPT EMPLOYEES

Exempt employees are eligible for compensatory time off in exceptional circumstances
where they have significantly exceeded their regular job duties or worked beyond
standard expectations. Exempt employees must obtain prior approval from the Director
before working additional hours that may warrant compensatory time off.

Compensatory time must be taken within one pay period of working the additional
hours, and does not accrue beyond that pay period. Employees should coordinate the
use of compensatory time off with their supervisor or department head to ensure
minimal disruption to departmental operations. Exempt employees do not receive
payment or additional time off in lieu of compensatory time worked.
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