RESOLUTION NO: 2025-XX
EMPLOYEE PAID TIME OFF AND OVERTIME POLICY

WHEREAS Lake Point is authorized pursuant to the Utah Code 10-3-717 is able to regulate all administrative functions of the City by power of resolution.

WHEREAS the Lake Point City Council desires to adopt a resolution governing the employee paid time off and overtime policy.

NOW, THEREFORE, BE IT ORDAINED by the Lake Point City Council as follows:

Section 1. Title and Authority
1. In accordance with Utah Code 10-3-1103 Utah Code Chapter 34, Fair Labor Standards Act (FLSA) the Lake Point City Council has adopted the following policies and procedures hereafter known as the Employee Paid Time Off and Overtime Policy

Section 2. Purpose
1. The Lake Point City Council desires to establish policies to comply with labor laws and manage costs.
a. clarifying expectations for work hours, ensuring compliance with laws, and fostering trust between employers and employees
b. Accurate tracking and reporting of overtime, along with a clear approval process and relevant procedures, are essential for proper payroll management and legal compliance.
Section 3. Definitions
1. "Municipal employee" means an individual who is employed on a full or part-time basis by a municipality
2. “Work Week” standard work week starts 12:00 am Sunday and ends 11:59 pm Saturday

Section 4. Paid Time Off and Holiday Pay
1. The following policy is only applicable to full-time employees
a. Full-time employees will receive 8 hours of holiday pay for the following recognized holidays, payable at the employee’s current hourly wage.
i. New Year's Day (January 1)
ii. Martin Luther King Jr. Day (Third Monday in January)
iii. Presidents’ Day (Third Monday in February)
iv. Memorial Day (Last Monday in May)
v. Labor Day (First Monday in September)
vi. Thanksgiving Day (Fourth Thursday in November)
vii. Christmas Day (December 25)
2. Holiday Pay Guidelines
a. Holiday Worked – If an employee works on a holiday, they will receive regular pay for hours worked plus 8 hours of holiday pay. Employees may only work holidays if approved through the same process as overtime pay is approved.
b. Holiday Not Worked – If an employee does not work on a holiday, they will receive 8 hours of holiday pay only.
c. Weekend Holidays – If a holiday falls on a Saturday, it will be observed on Friday; if it falls on a Sunday, it will be observed on Monday.
d. Employment Requirement – Employees must be actively employed on the holiday to receive holiday pay. Employees who resign, retire, or are terminated prior to the holiday will not receive holiday pay.
e. Holiday Pay & Overtime – Holiday pay does not count toward hours worked for overtime calculation.
3. Paid Time Off (PTO)
a. Full-time employees receive 10 days (80 hours) of PTO per Fiscal Year (July 1 - June 30) with no rollover.  
b. PTO Guidelines
i. Minimum & Maximum Usage – PTO must be taken in 15-minute increments, up to 8 hours per day.
ii. Tracking PTO – PTO balances will be shown on employee paystubs, including:
1. Total PTO granted per fiscal year
2. PTO used year-to-date
3. Remaining PTO balance
iii. Use of PTO – PTO may be used for:
1. Sick Leave – Illness, medical appointments, or other health-related matters.
2. Personal Days – Time off for personal matters, subject to approval.
iv. Employment Requirement & Forfeiture –
1. PTO is only available to active full-time employees. If an employee's status changes to part-time or they separate from employment, any unused PTO is forfeited and will not be paid out upon termination, resignation, or status change.
2. PTO is not transferable and does not carry over to the next fiscal year.
v. PTO & Overtime – PTO does not count toward hours worked for overtime calculation.
4. Request & Approval Process
a. PTO Requests – PTO should be requested at least 3 business days in advance, except in cases of illness or emergency.
b. Approval – PTO is subject to approval by the HR Committee of the City Council to ensure proper staffing.

Section 5. Overtime Policy
1. The following policy is only applicable to full-time employees
2. Overtime should be minimized where possible, and employees are encouraged to manage workloads effectively to reduce unnecessary overtime.
3. Unauthorized overtime beyond the allowed limits may be subject to review and corrective action if it becomes a recurring issue.
4. Grace Period Authorization – Although strongly discouraged, Employees may work up to 2 hours of overtime per workweek as needed, without prior approval. This is considered pre-authorized overtime to allow flexibility for City operations. 
5. Overtime Beyond 2 Hours – If an employee anticipates exceeding 2 hours of overtime in a workweek, they must:
a. Notify the HR Committee as soon as possible.  Seek approval from a majority of the City Council before continuing past the 2-hour threshold in one of the following methods: Email or text messaging.
6. Emergency Overtime – In urgent/emergency situations where obtaining prior approval is impractical, employees may work beyond 2 hours of overtime but must report it to the HR Committee and City Council within 24 hours for retroactive approval.
7. Overtime Notification & Tracking
a. Weekly Reporting – All overtime worked, whether within the 2-hour grace period or exceeding it, must be reported to the HR Committee in arrears for review. 
i. For any time up to the 2-hour grace period, this is simply done by turning in hours according to the Employee Payroll Oversight Ordinance.
ii. For any time over the 2-hour grace period, the employee will also send the documentation approving this time to the HR Committee.
b. Pay Period Documentation – Overtime worked must be accurately tracked and reflected on employee paystubs, with total overtime hours clearly itemized by the Finance Committee.
8. Overtime Compensation & Compliance
a. Overtime Pay Rate – Overtime is compensated at 1.5 times the employee’s regular hourly rate for hours worked over 40 in a week, in accordance with federal and state laws.
b. Overtime & Paid Leave – PTO and holiday pay do not count toward hours worked when calculating overtime eligibility.
c. Oversight & Review – The HR Committee may review overtime reports to ensure compliance and identify patterns or adjustments needed for workload management.

Section 7. This Resolution shall be effective immediately upon its adoption and publication according to law.


PASSED, APPROVED, AND ADOPTED on the 		 day of 				, 2025 

Lake Point

By________________________________
Chair

ATTEST:

__________________________________			
Jamie Olson, City Recorder
										SEAL

						Voting:

						Alexis Wheeler		Yea___ Nay___ Absent ___
						Jonathan Garrard	Yea___ Nay___ Absent ___
						Kirk Pearson		Yea___ Nay___ Absent ___
						Kathleen VonHatten	Yea___ Nay___ Absent ___
						Ryan Zumwalt		Yea___ Nay___ Absent ___
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