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Upon the request of an Appointing Authority, the Office of Human 
Resources may grant an exception to the overtime exclusion for 
exempt employees when the employee will provide snow removal 
and snow operations duties for the city.   

The overtime rate shall be the straight time hourly rate of pay 
applicable to that position, however if the employee performs 
greater than forty (40) hours of non-exempt services in the work 
week, the overtime rate shall be one and one-half (1½) times the 
hourly rate of pay applicable to that position. Career Service Rule 
(CSR) 9-93 5. 

Purpose 

Appointing Authorities may provide overtime for exempt 
employees in certain circumstances. This process outlines the 
steps to review and approve routine request for snow training, 
snow removal, and snow operations during or in preparation for 
the snow season. These are reviewed and approved by the 
assigned Classification and Compensation (Class/Comp) Analyst 
for the requesting department/agency.  

Process 

1. Department/Agency Approval and Memo 

1.1 Department/Agency provides memo to Appointing Authority 
with reason/justification for the request, start date, end date 
(typically up to one year at a time), employee name(s), 
employee classification title(s), and employee ID(s). 

1.1.1 If the request is for ten or more employees, the 
department/agency is advised to provide the list of 
employees in an Excel or Word format in addition to memo 
for ease of review. 

1.1.2 Memo is reviewed, approved, and signed by Appointing 
Authority or their designee(s).    

1.2 Department/Agency provides signed memo to their 
Class/Comp Analyst. 

2. Classification and Compensation Process 

2.1 Class/Comp Analyst will also review request for compliance 
to CSR and eligibility of employees. 

2.2  Class/Comp Analyst will prepare an approval memo to the 
Appointing Authority with employee name, employee ID, 
employee classification title, pay grade, and copy the 
approval chain, HR Business Partner (HRBP) and Payroll. 
Class/Comp Analyst also to merge original request memo 
and approval memo into one document. 

2.3  Class/Comp Analyst to e-sign approval memo and submit to 
compensation inbox for communication of approval back to 
HRBP, department/agency and Payroll. 

3. Payroll Process 

3.1 Payroll will add the appropriate pay codes to Kronos for 
approved employee(s) from list. 
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