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Purpose and Scope of Coverage:

The Superior Court recognizes that due to the nature of many I'.L.S.A. exempt positions, exempt
employees are sometimes required to work more than 40 hours per week to complete job
assignments and keep up with workload demands. In accordance with the provisions of the Fair
Labor Standards Act (F.L.S.A) and the need o be accountable for the expenditure of public
money, the purpose of this procedure is to establish consistency in timesheet reporting for F.L.S.A,
exempt status employees of the Superior Cout,

Exempt Employees Defined:

Exempt employees are employees who, based on the duties performed and the manner of
compensation, are exempt from the minimum wage and overtime provisions ofthe Fair Labor
Standards Act (F.L.S.A.). Exempt employees are paid an established weekly salary and are
expected to fulfill the duties of their positions regardless of the hours worked.

Iixempt Employee Work Hours:

1, The weekly salary of an exempt employee is generally considered full compensation for
all services rendered, including compensation for those extra hours or unusual workdays
that are sometimes necessitated by the nature of exempt jobs.

2, Pursuant to principles of public accountability, it is the expectation of the Superior Court
that full-time exempt employees shall work an average of 40 hours per week for a total of
80 hours worked within each bi-weekly payperiod.

3. Exempt employees shall be allowed flexibility in their work schedules, with supervisory
approval,




D.

Exempt employees who work extraordinary hours in unusual circumstances may be
authorized management leave time in accordance with the provisions of Judicial Merit Rule
304(A4.) However, under no circumstances is an exempt employee to be granted
management leave time on an hour-for-hour basis for extra hours worked.

Exempt Employee Timesheet Reporting Guidelines:

1.

Exempt employees in full-time positions are to submit a timesheet reflecting a total of 80
hours worked per payperiod unless they have used approved leave time during the pay
period.

Exempt employees who use approved leave shall complete an exception timesheet by
reflecting any recognized/observed holidays falling within the workweek and/or the number
of hours of approved leave taken within the workweek. Approved leave includes the use
of Paid Time Off (PTO) leave, Extended Iliness Bank leave, management leave time, or
other appropriate leave approved in accordance with the provisions of the Judicial Merit
System Rules. The exempt employee shall sign the timesheet and submit it to their
supervisor for approval and processing,

Supervisory Responsibilities: Supervisors shall:

1.

Establish the standard work schedule for each exempt employee within the supervisor’s
span of control, taking into consideration the essential duties of the employee’s position,
the mission of the work unit, and the court division;

Assure that the workload of each exempt employee within the supetvisor’s span of control
isreasonable and effectively managed, utilizing the performance evaluation and progressive
discipline measures if necessary;

Consider and approve, as appropriate, requests for leave and/or temporary schedule
changes requested in advance; and

Sign employee timesheets, thereby attesting to their accuracy, prior to submitting the
timesheets to the Division Head for payroll processing, Ifthe timesheetis not correct, the
supervisor should discuss the disparity with the employee, and, as appropriate, make the
corrections on the timesheet and provide the employee with a copy.

This procedure supersedes all previous procedures and policies regarding exempt employee
timesheet reporting.
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