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SECTION  15   

WORK DAY/ WORK WEEK / PAYROLL 
 

Full-time employees typically work an eight (8)-hour workday, Monday thru Friday, with a ½ hour paid lunch 

period.  Your direct supervisor will set your actual work schedule.  
 

 

OVERTIME COMPENSATION 

a. For overtime, employees will be compensated at 1½ times their normal pay or 1½ times in 

compensatory time for time worked over 40-hours in one week.  Approved paid leave is calculated as 

regular time worked. 
 

b. Refer to Call-In Pay: {SECTION 16}    
 

c. Salaried employees are not eligible for overtime pay.   
 

d. Overtime can only be paid and incurred at the request of the Town through the employee’s supervisor.  

It is never at the employee's discretion.  Supervisors shall ensure that no unauthorized overtime hours 

are worked. 
 

 

COMPENSATORY TIME 

a. Whenever possible, your supervisor will give hourly employees the choice of either being paid overtime 

or taking compensatory time off for extra hours worked.  Converting overtime to comp time is explicitly 

an employee option. 
   

b. Use of compensatory time off must be approved by the employee’s direct supervisor. 
 

c. Compensatory time must be used in the year it is earned; it may not be carried over from one year to 

the next. 
 

 

 

OTHER PAY 
 

1.  A tool allowance of $40.00 per month is granted to the Highway Mechanic because the job requires him  

     to possess a full set of automotive mechanic hand tools.   
 

a. The tool allowance is considered as gross wages for the purposes of federal and state withholding,  

     FICA taxes, and other withholdings and contributions based on gross wages paid. 
 

b. The tool allowance is not incorporated in hourly or base wages for purposes of calculating salary  

     increases, overtime, or any other benefit other than those based on gross wages paid.     
 

 

 

TIMESHEETS 

Non-salary employees other than those working in the Highway and Water Departments will complete a 

timesheet and submit it to their immediate supervisor for approval and signature.  For employees working in 

the Highway and Water Departments, the supervisor maintains and submits the timesheets for their 

employees. 
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PAYROLL 

Payroll is accomplished by the CPA firm that the town has contracted with, who completes payroll bi-weekly.  

You should receive specific information as it relates to your job about payroll during your New Employee 

Orientation. 

 

 

PAYROLL DEDUCTIONS 

The Town of Fine makes certain deductions from your paycheck each pay period.  These deductions typically 

include Federal and State taxes and social security (FICA) taxes.  Depending on the benefits you choose, there 

may be additional deductions.  All deductions and the amount of each deduction will be listed on your pay 

stub.  You will receive a W-2 Form, Wage and Tax Statement, by the end of January each year where all pay 

and deductions are listed.  Other deductions may include but are not limited to: 
 

Medical Insurance  NYS Retirement           Life Insurance    

Checking or Savings account – Direct Deposit  NYS loan payback 

Disability Insurance Deferred compensation Child Support  **** 
 

You have the option of receiving your pay in a payroll check or directly deposited into your bank account.   

Direct Deposit forms may be acquired from the Bookkeeper/HR Representative. 

 

 

CALL-IN 

Highway Department employees are expected to report for work within 30 minutes of a call-in for winter 

maintenance. (edited 11/23/15) 

 


