[bookmark: _GoBack]DEPARTMENT FOR AGING AND DISABILITY SERVICES

Request for Additional Hours/Overtime
For FLSA Non-Exempt Employee

	Employee Name:  
	[bookmark: Text1]     
	Employee ID #:
	     

	(Please Print)

	

	Work week ending date:  
	     
	Additional Hours Anticipated:  
	     

	

	Reason:  
	     



This form must be submitted to Human Resources with the corresponding week’s Employee Time Report.

This form must be submitted to the Commissioner through the employee’s supervisor at least 24 hours in advance of anticipated overtime.  Without prior written approval from the Commissioner, overtime for non-exempt employees is not authorized and shall not be worked.  In cases of emergency, a verbal request, followed by a written request within 24 hours will suffice.

Any non-exempt employee, who works overtime twice during the fiscal year without securing prior approval as prescribed in KDOA policy, will be issued a written reprimand.  The reprimand will be placed in the employee’s personnel file.  Disciplinary action may be taken after the second occurrence.

	Employee
	
	Date  
	     

	:  
	
	
	

	Supervisor
	
	Date  
	

	Circle one:  
	Approved
	Disapproved 
	Approved as Amended

	Commissioner
	
	Date  
	

	Circle one:  
	Approved
	Disapproved
	Approved as Amended

	Secretary
	
	Date  
	

	Circle one:  
	Approved
	Disapproved
	Approved as Amended
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