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For the purpose of calculating overtime pay in a workweek, sick leave, annual leave, personal leave, and 
paid holiday hours do not count toward hours worked. Non-exempt employees who are called out to 
work during paid holidays should be paid a minimum of four (4) hours at their overtime rate, or the 
actual overtime hours worked, whichever is greater. Callout time/pay does not apply to Contingent/On-
Call employees nor does it apply to employees coming in to work early. Call-Out pay is not applicable 
during times when normal operations are suspended. 
 
Overtime will be paid only for hours actually worked and documented on non-exempt employee time 
records. Non-exempt employees should not work overtime without the prior knowledge and approval of 
their supervisor. Employees should not begin working prior to their scheduled start time and should not 
work beyond their scheduled end time without their supervisor’s prior approval. Hourly paid employees 
should not be allowed to work while having lunch. If the supervisor determines that work load 
necessitates the employee working through lunch, time records should reflect this as worked time. 
 
It is important for supervisors to monitor overtime violations. If an employee fails to adhere to this 
Overtime Policy, disciplinary action may be necessary. However, all overtime hours worked must be 
compensated regardless of whether the overtime was approved.  
 
Neither non-exempt employees nor management of the UA System Office may waive the rights or 
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Garnishments of wages will be served on and answered by the Payroll Department according to the 
requirements of the Writ of Garnishment until the garnished sum has been paid to the court in full. 

If an employee has a wage garnishment in effect with another employer prior to employment at the UA 
System Office, it is recommended that the employee present the wage garnishment information to the 
Payroll Department upon hire. 
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