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GOVEHN�lEN'l' OF GUI\�\ 

OFFICE OF '.1'11E GOVEJ{NOR 
1\GI\NI\, GUI\H 

EXECUTIVE ORDER NO. 72-18 

OVER1'HlE COHPENSI\'l'ION POLICY 
FOR NON-1\CI\DEMIC DIPLOYEES 

UNIVERSI'l'Y OF GUM! . 

.. 

NfiEREAS,. Section 11839, Government Code of Guam, provides that the 

Board of Regents of the University of Guam shall adopt rules and regulations 

for tl1e administration of the Uni ve.rsi ty, including personnel rules, regula-

tions 1 and policies not inconsistent with law; and . 

WHEREAS, the Governor of Guam, in acCorda.nce with Section 4004, 

Government Code of GualR, promulgated on August 30, 1971, a policy for over-

time work compensation for government employees of departments and agencies 

' 
"falling under. the personnel jurisdiction of the Department of Administration"1 

\vhich policy does not cover employees of such autonomous instrumentalities as 

the University of Guam; and 

WHEREAS, the Board of Regents desires that the benefits of a similar 

policy for overtime work compensation be extended to non-academic employees of 

the University of Guam; arid 

WH.El..:.c;l.\.S 1 on l''ebruary 2, 19721 t:he Civil Service Commission appr:·oved 

the overtime compensation po1:icy for non-academic employees adopted by the 

Board of Regents on January 25, 1972; 

NOW THEREFORE, by virtue of the authority vested in me by the Organic 

1\ct of Guam, the overtime compensation policy attached hereto is hereby approved 

and promulgated as a standard policy for non-academic employees of the 

University of Guam. 

All prior rules, regulations, policies, memoranda or Executive Orders 

in conflict with this Order are hereby superseded. 

This order shall be effective as of Hay 18, 1972 

Signed and promulgated at 1\gana, Guam, this __ _.l"-BtJL_day of 

-'�'-"!a:o.;Yr__ _ _ ______ , 1972. 

COUNTERSIGNED: 

/tr.A .. < <.() h4-� 
KlJ H.'!' S • HOY LI\N · tl 
Lieutenant Governor 

_a��,__ __ 5'rl'\'LOS .G.· CJ\i1JtCI!O 
.Governor of Guam 



, · GOVERNHJ>NT Of:' GUI\�1 
�· 

.Regular officers and employees at Puy Range 28 and below· 

and non-J:egular officers and employecos whose hourly ratG of 

compensati0n is equivalent to Step One (1) of Pay Range 28 and 

below shall receive compensation for overtime work at the rate 

of one and one-half (1�) time� their hourly rate of pay, which 

. rate is prescribed by Sec ·tion 4004 (c), Government Code of 

Guam; or in the absence of any funds for overtime compensation 

shall be granted compensatory time-off also at the rate of one 

and one·-nalf (1':;) times their hourly rate of pay. 

Regular officers and employees at Pay Range 29 and above 

and non-J:·egular officers and employees whose hourly rate of 

compensation is above Step One (1) of Pay Range 28 shall not 

be en·ti tled to over'cime payment but may be granted compensatory 

time-off with the approval of t:he President. 

It is the policy' of the University of Guam that ovcortime 

Work be held to a minimum consist.ent. wi l:h t.l1_c needs and �er1tl:i r.c-

ments of sound and orderly adJ!linistration. 

For the purposes of this policy, the following guidelines 

shall apply: 

A. DEPINI'riONS. Vlhenever used in ·this policy: 

' 
•' 

1. Workdaz shall mean a regularly recurring period of 

eight (8) consecutive hQurs a day, exclusive of. 

lunch hour. 

2. Workweek shall mean a regularly recurring period of 

seven (7) consecutive 24-hour intervals. A work\'leek 

need not coincide with a calendar week; it may, at the 

discretion of the President, begin any day of the week 

at any hour of the day. A \vorkv/Cek must remain the 

same unless any change is intended to be permanent. 
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3. overtime shall mean only hours in excess of eight (8) 

hours of any workday or 40 hours in an administrative 
.. 

workweek. For all full-time officers and employees 

whose normal workweek schedule does not consist of 

five working days ai1d two days off in a workweek, over-

time shall mean only hours worked in excess of the 

administrative workweek. 

4. Rate of Basic Pay shall mean the rate of compensation 

fixed by law or administrative action for the position 

held by the employees before any deductions and ex-

elusive of additional pay of any kind. 

5. Non-Regular Employees shall mean those cifficers and 

employees who are hired on a full-time temporary, 

limited-term, intermittent or seasonal basis. 

6. Emergency shall me.an situations which may jeopardize 

human life and property and which are administratively 

uncontrollable due to the demand of time and unusual 

circwnstances and must be ameliorated in order to meet 

the critical obligations of the University and/or the 

Government of Guam. 

B. ELIGIBILITY. 

1. Regular officers and employees at Pay Range 28 and below 

shall be eligible for overtime pay and/or compensatory 

time-off at the rate of one and one-half (1�) times their 

hourly rate of pay. 

2. Non-regular officers and employees at Pay Range 28 and 

2 

belmv or whose hourly rate of pay is equal to Step One (l) 

of Pay Range 28 and below shall be eligible for overtime 

pay and/ol: compensatory time .off at the rate of one and one-

half (1�;) times their hourly rate of pay. 
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3. Exception to elig-ibility for overtime compensation under 

3 

this policy may be made with the approval of the President • 

C, 1\m'HORI Zl\'l'I0:-1 FOR OV20:RTUm \·IORK 
.. 

l. All overtime work must be au·thorizcd by the President or 

his designated repiesentative, and if at all possible, 

prior to· the actual performance of overtime work .. 

2. Overtime work sh.all· be required of all employees ,,,ho, 

in the judgment of the head of the University unit or 

section involved, <J.re needed to perform the necessary 

work. 

3. The President or his designated �epresentative will take 

all reasonable steps to provide for an equitable distri-

bution of overtime assignments aJ11ong the elig.ible and 

qualified officers and employees of the appropriate 1wrk 

unit. 

4 .· . Compensatory time-off (time and one--half) for over-time 

work shall be pennitted if no funds arc available for 

compensation, provided such compensatory time-off is 

gran·ted lvithin one (1) calendar year from the date the 

overtime work was accomplished. 

D • . DETERI'HNATION OF OVERTH�E El'.RNED. Total hours worked shall 

include all the time worked by an officer or employee when 

required to be on duty on a basic workday or administrative 

work\veek or at a prescribed work place. Overtime earned 

shall be determined as follows: 

l. For purposes of computing total overtime hours worked 

in a day or in a week, the time during which an officer 

or employee is excused from work because of holidays 

�;i th pay, annual leave with pay, court and administ.ra-

.... .. · - ·  
. .  

tive leave in a full pa� status at ful.l pay shall be 

considered as time worked by the officer or employee. 
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2. Each time an employee is recalled· to work overtime, he 

shall·be compensated for a minimum of two ( 2) hours at 
.. 

4 

overtime rates. If such employee works overtime for two "c' 

(2) hours or more, the. total time worked shall be used 

jn computing the total pay period, 

3 • .  Any work required of and done by an employee beyond his 

basic eight -hour workday or five-day l'lOrklveek within 

his workday or administrative workweek shall be at over-

time rates. 

4. The minimwn unit. of time to be credited as overtime in 

any workday shall be one (l) hour. 

E. OVEHTit1E COI·lPENSATION. Overtime lvork shall be compensa·ted 

by either: 

1. Payment in salary if no overexpei>di ture of funds will 

result, provided that: 

a. The.overtime work was authorized and approved by 

the President or his designated representative; 

and 

b. The overtime work was peJ:formed by the employee for 

whom overtime payment is requested; or 

2. Compensatory time-off (time and one-hal£) if the overtime 

work will result in overexpenditure of funds. 

·The President may authorize expenditure of funds for payment 

'of overtime work i£ compensatory time-off for the employee(s) 

concerned will, in his judgment, be detrimental to the opera-

tion of the University. 

F. PROCEDURAL REQUIRE�IENTS. AdministJ:ative officers of Univer­

sity units requesting overtime employment of any employee(s) 

under his jurisdiction shall observe the following procedure:. 
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' 
j 

1. Submit ovc1:U.mc rcquesl:s in the form prescribed t.herefor 

via the Office of Business 1\ffairs, University of Guam, 
.. 

5 
• 

which shall certify as to the availability of funds for ·�, 

the requested overtime work. 

2. Except in emergency situations, requests should be sub-

mitted at least five (5) working days before the date 

indicated for overtime work. 

3. Report completion of the overtime work within three (3) 

days after the work has been accomplished. 


