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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Overtime Policy
(Washington Employees)

Due to the nature of our business, overtime may be required.  When operating requirements or other business needs cannot be met during regular working hours, employees may be scheduled to work overtime hours.  You are expected to work overtime when requested.

Non-exempt employees are eligible to receive overtime pay of one-and-one-half times their regular hourly rate for each hour worked over 40 in a workweek.

For agricultural workers state:
Non-exempt employees are eligible to receive overtime pay of one-and-one-half times their regular hourly rate for each hour worked over 48 in a workweek {beginning Jan. 1, 2024, 40 hours per workweek – update policy accordingly}.  

For overtime purposes, our workweek is 12:01 a.m. Sunday through midnight Sunday, and our workday is 12:01 a.m. through midnight.

Because overtime is based upon actual hours worked, compensated time off falling within the regularly scheduled workweek is not considered “time worked” for the purpose of calculating overtime.  

Your supervisor must authorize all overtime work in advance.
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