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Working Hours, Attendance, and Overtime
City of Rochester Organizational Policy
Purpose 
The City of Rochester is committed to providing exceptional services to the public. Therefore, the intent of this policy is to establish parameters regarding work schedules, overtime hours for non-exempt employees and meal/rest breaks, as well as to establish attendance expectations for all City employees.
Nothing stated in this policy creates an employment contract between the City of Rochester and its employees. 
Hours of Work
City buildings are open from 8:00 a.m. - 4:30 p.m., Monday – Friday. Operational demands may necessitate variations in starting and ending times. In most cases, the workday follows City standard operating hours. The standard workday for a full-time employee shall be comprised of five (5) consecutive eight (8) hour work days, Monday - Friday. Employees are expected to be at work during regularly scheduled work hours. The City’s Alternative Work Arrangements policy may allow for other work hours and/or days that differ from the standard practice, but employees may only work alternate hours after receiving supervisor approval.
There are City operations that require continuous shifts or a departure from the normal schedule. Work schedules for operations that run outside standard operating hours will be determined by the Department Head or designee. 
Refer to the Travel, Meal, and Refreshment Expense Reimbursement policy for hours of work while traveling for work.
Attendance
Regular and reliable attendance is crucial for efficient City operations, safety, and morale and is regarded as an essential function of employment for all City positions. Any employee who fails to maintain regular and reliable attendance may be subject to disciplinary action, up to and including termination.
All employees are required to notify their direct supervisor of unforeseeable absences as soon as practicable but no later than at least one hour in advance of their scheduled shift. Department Heads or designee may require more advance notice based on departmental needs. 
Non-exempt Employees
Non-exempt employees are defined as employees that are not exempted from overtime under the Fair Labor Standards Act (FLSA). City of Rochester non-exempt employees are paid on an hourly basis and most non-exempt employees are eligible to earn overtime for working more than 40 hours in a workweek, which runs Thursday through Wednesday. There are exceptions to the FLSA overtime requirement for non-exempt employees, such as an exception for licensed peace officers and firefighters, along with exceptions for 2,080 schedules in certain positions. Employees covered under a collective bargaining agreement (CBA) should refer to their contract for specific overtime provisions. 
Department heads and/or supervisors shall minimize the assignment of overtime when possible. If operational needs require non-exempt employees to work more than 40 hours per week, all overtime hours shall be authorized in advance. Failure on the employee’s part to receive authorization to work overtime may result in disciplinary action. Department heads are responsible for managing departmental overtime budgets and shall proactively schedule non-exempt employees in a way that reduces the need for overtime. In the event an employee is required to work extra hours on any given day, every effort should be made by the supervisor to adjust the non-exempt employee’s schedule on other days to avoid the employee exceeding 40 hours in the workweek. 
Non-exempt employees without an exception must be compensated for all hours worked and must be compensated at 1 ½ times their regular rate of pay for all hours worked over 40 in a workweek. Employees are required to accurately record all hours worked each day, rounded to the nearest quarter hour. Failure to properly document hours worked is a serious offense and may lead to discipline, up to and including termination. 
Part-time non-exempt employees may flex their schedules between the two weeks of the pay period based on departmental needs and with Department Head or designee approval. For example, a .75 FTE employee may work 40 hours one week of the pay period and 20 the second week. However, flexing of hours between two weeks must not result in a part-time employee working more than 40 hours in any City workweek and accruing overtime. 
In cases where the combination of accrued leave time and work hours exceeds 40 hours per week, employees must reduce their accrued leave so as not to incur overtime. 
Compensatory Time
The FLSA allows public sector employers to provide compensatory time off in lieu of paid overtime. Department head or designee may authorize compensatory time off in lieu of paid overtime for non-exempt employees. Compensatory time shall accrue at 1 ½ hours for each overtime hour worked. Non-exempt employees may not accrue more than 80 hours of compensatory time. In the event an employee has 80 hours of compensatory time, all overtime hours must be in the form of pay until the employee’s compensatory time balance reduces below 80.  
Call-Back
Non-exempt employees who are directed to report back to work outside their regularly scheduled work hours will be paid a minimum of two hours at the overtime rate. If an employee is released prior to the expiration of the two-hour call-back minimum, they may be subject to recall within the same two-hour period, without additional call-back compensation. Employees who have a shift extended are not eligible for call-back. 
Exempt Employees
Exempt employees are those in positions determined to meet the FLSA standards for exemption from overtime pay and compensatory time. They are paid a salary rather than an hourly wage. 
Exempt employees are expected to work regularly during normal business hours and are responsible for working as long as necessary to complete their assigned tasks. There may be weeks in which full-time exempt staff are expected to work more than 40 hours. Exempt employees are not eligible for overtime pay for hours worked over 40 and may not comp the hours to use at another time. 
Exempt staff may have the ability to flex work hours within the pay period with prior supervisor approval. For public accountability purposes, full-time exempt staff must work at least 80 hours per pay period or use accrued leave time to supplement. Part-time exempt staff must work their FTE per pay period or use accrued leave time to supplement. For example, a .50 FTE employee must work at least 40 hours per pay period. In the event an exempt employee does not have any remaining accrued leave time, their pay for that period will be reduced. Exempt employees taking a full day off must use a full day of leave time to cover their absence.  
This policy does not authorize an exempt employee to set their own work hours or be away from work during regularly scheduled hours without supervisor approval. If the City determines that an exempt employee is abusing the privilege of having a flexible schedule and not devoting sufficient time to their work, these absences may be grounds for disciplinary action, up to and including termination. 
Breaks
All time which an employee is required or permitted to work is considered work time. All hours from the beginning to the end of a workday or shift are considered work time, with the exception of periods where an employee is completely relieved of their duties, such as a meal or rest breaks.
Employees are allowed a paid 15-minute rest break for every four consecutive hour shift they work. Rest breaks may not be “saved” to shorten a workday, extend a lunch break or to alter the employee’s normal work schedule in any way. Rest breaks not taken are forfeited.
Employees are required to take a meal break when working a shift of six or more consecutive hours. Meal breaks are unpaid and not considered work time, therefore, no work duties may be performed during an unpaid meal break. Meal breaks must be at least 30 minutes in length but may be up to 60 minutes in length. Employees shall work with their supervisor to determine the length and time of meal breaks. Supervisors must ensure employees are taking appropriate meal breaks and that breaks are taken in a way that departmental staffing needs are met.  
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
· Alternative Work Arrangement
Legal & Statutory Authority 
· MN Statute 177.253
· MN Statute 177.254
· Fair Labor Standards Act
Approval & Policy Revisions
Policy revisions approved on July 1, 2026
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Alison Zelms, City Administrator
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