
HUMAN RESOURCES ADMINISTRATIVE MANUAL 
CLASSIFICATION, COMPENSATION, AND PAYROLL: WORKWEEK AND OVERTIME 

U S G  O F F I C E  O F  H U M A N  R E S O U R C E S    P a g e  1 | 4 

 

����tŽƌŬǁĞĞŬ�ĂŶĚ�KǀĞƌƚŝŵĞ� 

/hr/manual


HUMAN RESOURCES ADMINISTRATIVE MANUAL 
CLASSIFICATION, COMPENSATION, AND PAYROLL: WORKWEEK AND OVERTIME 

U S G  O F F I C E  O F  H U M A N  R E S O U R C E S    P a g e  2 | 4 

 

https://www.dol.gov/whd/overtime/fs17a_overview.htm
/hr/assets/hr/hrap_manual/HRAP_Workweek_and_Overtime_Classification,_Compensation,_and_Payroll.pdf
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Fact Sheet link). Employees should review their paycheck and verify correct pay for all regular 

and overtime hours worked each workweek. It is a violation of policy to falsify time records, or 

for any employee or manager to instruct another employee to incorrectly or falsely report 

hours worked or alter another employee’s timecard to under- or over-report hours worked. 

Any violations of this policy should be reported immediately to the USG Human Resources 

Department. Employees are prohibited from working overtime or working any hours outside of 

the scheduled workday unless a supervisor has authorized the unscheduled work in advance. 

/hr/assets/hr/hrap_manual/HRAP_Workweek_and_Overtime_Classification,_Compensation,_and_Payroll.pdf
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http://www.usg.edu/hr/officers/
/business_procedures_manual/section5/C1235/#p5.3.2_extra_compensation
/hr/assets/hr/hrap_manual/HRAP_Fair_Labor_Standards_Act_Leave_Time_Away_from_Work.pdf
/hr/assets/hr/hrap_manual/HRAP_Time_and_Leave_Reporting_Time_Away_from_Work.pdf
/hr/assets/hr/hrap_manual/HRAP_Emergency_Call_Back_Pay_and_Variant_Pay_Holiday_Pay.pdf
/hr/assets/hr/flsa/USG_FLSA_Hours_Worked_Supplemental_Resource_Guide__FNL.docx
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