	Department of Behavioral Health and Developmental Disabilities

Fair Labor Standards Act (FLSA)

 Designated Work Period 

	EMPLOYEE INFORMATION

	Name:
	     

	Employee ID Number(if not number leave blank):
	     

	Job Title:
	     

	Facility Name:
	     

	Department/Unit:
	     

	FLSA Status: (Exempt or Non-Exempt)
	     

	Designated Work Period: (7 days/40 hours)
	     

	Scheduled Work Hours: 
(i.e., 3:30 p.m.-12:00 a.m., Wednesday thru Thursday)
	     

	Scheduled Meal Period:  (i.e., .30 minutes, l hour)
	     

	WORK PERIODS

	The designated work period for a 7-day work schedule is 7 consecutive days (168 hours).  When a non-exempt employee works more than 40 hours in their designated work period, they become entitled to overtime compensation (i.e., FLSA Compensatory Time).



	FLSA NON-EXEMPT EMPLOYEE

	FLSA Non-Exempt employees may be required to work more than forty hours in a workweek.  In lieu of overtime compensation, Non-Exempt employees will receive compensatory time off at the rate of one and one-half hours for each hour of employment for which overtime compensation is required by the Fair Labor Standards Act of 1938.

	FLSA EXEMPT EMPLOYEES

	FLSA Exempt employees are required to work a minimum of forty hours a week and are not entitled to compensatory time or monetary overtime compensation.

	INSTRUCTIONS
This form must be completed and on file for every employee in order to satisfy the FLSA record keeping requirements.  A new form must be completed whenever the work period is changed or when the employees’ job classification, work unit, FLSA status, work period, work hours or meal period is changed.

Designation of a meal period is not mandatory.

This form is maintained in the individual’s official Personnel File.

	
	

	Employee Signature

            Date
	Supervisor Signature

             Date


8/13/2012
