
 

MILFORD SCHOOL DISTRICT  
Milford, Delaware 19963  

  
POLICY   

4223  
  

OVERTIME AND COMPENSATORY TIME  
  
I. PURPOSE:  

The Milford School District establishes this policy to provide guidance for the 
administration and payment of overtime, and the accrual, accounting, and use of 
compensatory time, in accordance with the Fair Labor Standards Act (FLSA), the 
One Big Beautiful Bill Act (OBBBA), Board Policies, and applicable collective 
bargaining agreements.    
  

II. CRITERIA:  
Only FLSA-covered employees are eligible to receive payment for overtime and/or 
compensatory time.  The following employee groups are covered by FLSA:   

• Administrative Assistants 
• Technology Specialists  
• Custodians and Maintenance Staff, including Chief Custodians  
• Child Nutrition Staff   
• Paraprofessionals and Constables 

 
FLSA exempt employees are not eligible to receive overtime.  The following 
employee groups are FLSA exempt:  

• Administrators  
• Instructional and Professional Staff  

 
Hours worked in excess of a standard work week (40 hours for Custodial and 
Maintenance staff, 37.50 hours for all other employee groups) will be considered 
overtime hours.  The standard work week begins on Sundays and ends on 
Saturdays. 

 
III. OVERTIME AUTHORIZATION:   

Employee work will be managed by the employee and their immediate supervisor to 
minimize the need for overtime.    

 
Except in emergency situations as directed by the employee’s immediate supervisor, 
all overtime hours worked must be pre-approved by the employee’s immediate 
supervisor on the District’s Overtime Authorization Form.  Employees will not be 
compensated for overtime hours not approved in advance.  The immediate 
supervisor must ensure that funding is available prior to approving scheduled 
overtime.  
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Employees working overtime hours must properly record and submit all hours 
worked on the District’s Overtime Authorization Form.  

 
IV. OVERTIME COMPENSATION:  

All approved overtime will be compensated at one and one-half (1.5) times the 
employee’s hourly rate of pay.    
 
Employees will be compensated via cash payment or compensatory time, as 
mutually agreed upon by the employee and the immediate supervisor.  The 
immediate supervisor will complete the paid overtime or compensatory time section 
of the District’s Overtime Authorization Form, including the funding source, and 
submit it to the District payroll section within three (3) business days after the 
overtime is worked. 

 
V. COMPENSATORY TIME OFF IN LIEU OF OVERTIME PAYMENT: 

Compensatory time earned at one and one-half (1.5) times the employee’s hourly 
rate of pay cannot be taken in the same week in which it is earned.  If an employee 
chooses to use the overtime in the same week, it is considered flex time and can 
only be used as straight time (hour for hour). 
 
All compensatory time used must be documented on the District Compensatory Time 
Leave Request Form.  This form must be submitted to the District payroll section 
weekly. 
 
Compensatory time guidelines are included in the collective bargaining agreements 
for the following FLSA-covered employee groups:  

• Administrative Assistants 
• Custodial and Maintenance Staff  
• Paraprofessionals and Constables 

 
For all other FLSA-covered employees, the following will apply:  
• Compensatory time leave must be requested at least two (2) working days prior 

to the actual date of absence.  Written approval must be secured from the 
employee’s immediate supervisor for the compensatory time leave prior to the 
date of the absence.   

• Compensatory time requests will be approved or denied with due regard to 
whether sufficient staff remains to provide for the operations of the school or the 
district.  

• Employees with compensatory time balances in excess of 45 hours will meet with 
their immediate supervisor to develop a plan to reduce the balance so as to not 
exceed 45 hours.  This plan is to be submitted to the Chief Operating Officer for 
review and approval.  

• Compensatory time accrues on a calendar year basis beginning January 1 and 
must be used by December 31 each year.  Earned compensatory time not used 
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by December 31 each year will be forfeited.  Any exceptions are subject to 
approval by the Chief Operating Officer. 
 

The Milford School District payroll section has the authority and responsibility to 
record and account for compensatory time accrual, usage, and balances for all 
employees who accrue compensatory time.  
 
The Chief Operating Officer has the authority and responsibility to review 
compensatory time balances and audit the records that support the accrual of 
specific balances.  Any balances in question will be discussed with the employee 
prior to final determination.   

 
VI.  FLEXIBLE WORK SCHEDULES:  

Flexible schedules will be used to the extent possible within the work week to avoid 
the accrual of overtime hours. 
 
Voluntary flexible working schedules are permitted as mutually agreed upon by the 
immediate supervisor and the employee.  
 
Voluntary flexible schedules will not be approved if they disrupt the operations of the 
District.  
 
All voluntary flexible schedules will be approved in writing prior to the start of the 
flexible schedule.  
 
The employee’s immediate supervisor has the authority and responsibility to 
terminate and/or rescind an approved voluntary flexible schedule.  
 
Voluntary flexible working schedules will be managed within a single work week. 
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