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REFERENCES:   NRS 281.180, 281.181 and 284.100.4 and NAC 284.242 through 284.258 

PURPOSE:   The division will provide guidelines for the authorization and compensation of overtime 

within the requirements of the Fair Labor Standards Act, NRS 281.110, the Rules for State Personnel 

Administration (NAC 284.242 to NAC 284.258) and the DCNR Overtime Policy.  

ORGANIZATION:   The division will keep overtime to an absolute minimum consistent with its basic 

functions and purposes. 

DEFINITIONS AND EXPLANATIONS: 

Overtime -   If overtime is necessary, it must be authorized, communicated and approved before being 

worked, unless an unpredictable emergency prevents prior approval and communication. Approval must be 

attached to the timesheet for the pay period in which it was accrued.  

 

Emergencies - The Rules for State Personnel Administration, NRS 281.100.4, defines emergency in regards 

to overtime.  "Any employee whose hours are limited by subsection one may be permitted, or in case of an 

emergency where life or property is in imminent danger may be required, at the discretion of the officer 

responsible for his employment, but subject to any agreement made pursuant to NRS 284.181, to work more 

than the number of hours limited.  If so permitted or required, he is entitled to receive, at the discretion of the 

responsible officer: (a) compensatory vacation time; or (b) over time pay."  Subsection 1 states, “Except as 

otherwise provided in this section and NRS 284.180 the services and employment of all persons who are 

employed by the State of Nevada, or by any county, city, township or other political subdivision thereof, are 

limited to not more than 8 hours in any calendar day and not more than 40 hours in any 1 week.”  This limits 

State employees to eight hours in any one calendar day (if the employee has not agreed to a variable work 

day) and not more than 40 hours in any one-week.  All classified employees of the division fall under these 

criteria. 

 

The administrator, as the officer responsible for employment, authorizes overtime for emergencies as defined 

under NRS 281.100.4 where there is an imminent danger to life or property.  Some incidents easily fall under 

this definition but often it may be difficult to determine.  Supervisors and employees must use their good 

judgment, based on experience, to decide if a true emergency exists. 

 

When an emergency requires overtime, the employee will notify his/her supervisor as soon as possible 

after the incident.  He/she will then follow up with an overtime approval/justification form, justifying 

the overtime, etc, to the supervisor.  The approval must be attached to the timesheet for the pay period 

in which it was accrued.  
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Variable Work Day Agreement - This voluntary agreement between the division and an employee allows a 

more flexible schedule for the employee and reduces the need for overtime.  Before starting a variable work 

schedule, the employee must sign the TS-78 “Request for Variable Workday schedule”.   With this tool, the 

supervisor and employee can work together to develop weekly schedules in light of anticipated workloads.  

Together they agree when and how to vary the work schedule.  For employees who choose and are approved 

for a variable workday, overtime will be considered only after working 40 hours in one (1) week.    Daily 

schedules may have more or less than eight (8) hours as long as 40 hours are not exceeded in the week.  A 

week is a seven-day period beginning Monday and ending the following Sunday.   A variable workday 

employee will record hours worked each day in the "Explanation Section" of the timesheet.  Note:  An 

employee or the supervisor may rescind the agreement for any reason at any time giving 30 working day 

notice.  

   

Rescheduling Days Off - The Rules for State Personnel Administration (NAC 284.257 section 3) allows 

supervisors and managers to adjust a full-time nonexempt employee's work schedule for the week during 

which the holiday occurs if a holiday occurs on the employee's day off.  A variable employee's day off may 

also be rescheduled to fit workloads, training, etc., since only 40 hours will be worked in the week.  

Supervisors and employees should work together to develop schedules that fit workload, agency needs and 

employee needs. 

 

Call Back  - Call back is described in NAC 284.214 as when an employer calls him back to work during his 

scheduled time off without having notified him before the completion of his last normal working day. All 

claims for Call Back must be coded on the timesheet to 2 hours of PCALL (Call-Back Pay) or ACALL 

(Call-Back Comp Time) for employees with a PERS membership date of December 31, 2009 or earlier and 

to PCALX (Call-Back Pay) or ACALX (Call-Back Comp Time) for employees with a PERS membership 

date of January 1, 2010 or later.  Any hours worked over the initial 2 hours per incident must be coded to 

POT (Paid Overtime) or ACT (Accrued Comp Time).  All overtime for Call Back must be approved by the 

regional manager or deputy administrator.  The ADM 25a approval must be attached to the timesheet for the 

pay period in which it was accrued. 

 

Compensatory Time Accrual - Balances must be kept to a minimum as large balances represent an unfunded 

financial liability for the division and has a negative impact on an employee’s personal time.  NAC 284.2508 

states that compensatory time must be taken as soon as possible after accrual.  This should be determined by 

the supervisor, the employee and the need of the agency.  

 

Per NAC 284.250 section 3, Compensatory time may not be accrued in excess of 120 hours unless an 

agreement entered into pursuant to subsection 2 provides for the accrual of additional hours of compensatory 

time, not to exceed 240 hours. Overtime liability incurred in excess of these limits must be paid in cash. The 

appointing authority may pay in cash for compensatory time accrued below these limits. 

 

NAC 284.252 states:  1. Except as otherwise provided in subsection 2, an employee who has accrued more 

than 60 hours of compensatory time may request, in writing, payment in cash for the amount of 

compensatory time that exceeds 60 hours. 

 

     2.  Except as otherwise provided in this subsection, an employee who is subject to an agreement which 

provides for the accrual of up to 240 hours of compensatory time may request, in writing, payment in cash 

for any compensatory time accrued in excess of 120 hours. An exception to this subsection may be made for 

payment of all compensatory time accrued in excess of 60 hours to: 

 



   

   

  

 

  

     (a) A firefighter who submits a request for payment on or before April 1, if payment is made during the 

month of April. 

     (b) A district brand inspector who submits a request for payment on or before September 1, if payment is 

made during the month of September. 

     (c) A 24-hour duty officer of the Division of Emergency Management of the Department of Public Safety 

who has accumulated more than 60 hours of compensatory time during any 12 consecutive months. 

     3.  A request for payment in cash for compensatory time pursuant to this section may not be unreasonably 

denied. Such a request may be denied if: 

     (a) The Chief of the Budget Division of the Department of Administration certifies that there is 

insufficient money available in the State General Fund; or 

     (b) In the case of an agency that is not supported from the State General Fund, the administrator of the 

agency certifies that the agency has insufficient money available. 
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PRIOR POLICY:   This policy supersedes the prior policy dated 1/6/12. 

 
PROCEDURES:   

 

I. To minimize overtime costs, overtime will be approved only for emergencies, holidays and peak 

use days.  The supervisor, regional manager, deputy administrator, or administrator, must pre-

authorize all non-emergency overtime. 

 

II. All division employees will be designated for the nonstandard workweek schedule and encouraged 

to voluntarily elect a variable workday schedule.  On a variable work schedule the supervisor may 

adjust the employee's schedule to fit the workload, including changing days off when training, 

meetings, projects, or other necessary work falls on an employee's regular days off.  Supervisors 

will give employees at least one-week notice if possible and work with employees to develop work 

schedules that fit the workload.   On a variable work schedule, the employee may work fewer hours 

before the anticipated extra work time as long as he/she does not work more than 40 hours during 

the week (Monday thru Sunday).  NAC 284.257 3. States:  If a holiday occurs on the day off of a 

full-time nonexempt employee, the appointing authority may adjust the work schedule of the 

employee for the week during which the holiday occurs.  If a holiday occurs on the day off of an 

exempt classified employee or exempt unclassified employee, the appointing authority may adjust 

the work schedule of the employee for the week during which the holiday occurs or for a 

subsequent week.  The Nonstandard employee is less flexible in that he/she cannot work more than 

or fewer than eight (8) hours on any day without receiving overtime or using leave. 

 

III. If overtime is necessary, it must be authorized and communicated to the employee at least four (4) 

hours in advance by the supervisor before being worked, unless an unpredictable emergency 

prevents prior approval.  If funds are not available for cash payment, compensatory time must be 

granted.  The division also retains the right to pay cash for overtime when the Administrator 

determines it to be necessary for budgetary reasons.   

 

 

 

 

 

 



   

   

  

 

 

RULES: 

 

I. All overtime, except emergencies, must receive pre-approval by the immediate supervisor. The 

employee is entitled to receive overtime pay if allowed budgetary or, compensatory time.  

Emergency overtime (PCALL or ACALL) only requires the employee to submit an Overtime 

Approval/Justification form, ADM-25a to the regional manager or deputy administrator. All other 

pre-approved overtime for permanent staff requires the employee to submit an Overtime 

Approval/Justification form, ADM-25a (see Attachment A) and the DCNR Overtime Approval 

form attached to the DCNR policy (see Attachment B).  Both requests must be submitted to the 

regional manager or deputy administrator and approved prior to working overtime.  Working 

overtime without prior approval may be disapproved or lead to disciplinary actions.  Employees 

working holidays on their regular scheduled days to work, working a normal shift are not required 

to obtain pre-approval.  However, an ADM25a is still required. Requests that result from an 

emergency or call back are submitted after the fact.  Note: NRS 281.100.4 defines an emergency as 

a situation where life or property is in imminent danger.  Seasonal employees' are required to 

submit the ADM 25a only, approved by their supervisor or regional manager, to be attached to the 

timesheet. No DCNR overtime approval is needed. 

 

II. All requests for overtime will note whether the employee requests cash payment or compensatory 

time.  Typically over time pay is not funded in the division budget. Therefore, requests for pay may 

be disapproved due to lack of funds.  The supervisor must arrange the work schedule to avoid 

working that employee.  The employee and supervisor should decide the best course of action to 

ensure coverage of the park or work site. 

 

III. Compensatory time must be taken off as soon as possible after accrual.  Employees are encouraged 

to use compensatory time when the workload allows. The intent is to avoid accumulating overtime 

balances.   

 

IV. Compensatory time will be used before annual leave unless the employee is in a “use it or lose it” 

situation. 

 

V. Volunteering time is not condoned.  There have been incidents where employees have worked 

overtime and have not claimed it on their timesheets.  This is against the spirit of the Fair Labor 

Standards Act and cannot be condoned.  

 

Original signed by: 

SIGNED 

_________________________________________ 

David K. Morrow, Administrator 

 

 

                               5/13/13 

_____________________________________ 

Date 

Original signed by: 

                                     SIGNED 

_________________________________________ 

Leo M. Drozdoff, P.E., Director 

 

 

                             5/14/13 

_____________________________________ 

Effective Date                                             

      

Copy to Regions:  5/15/13                  Review Date:     
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