On-Call and Report-In Pay 

Purpose

This implementation instruction establishes the basis for determining on-call and report-in pay. 

Definitions

· Report-in/call-in pay - A minimum amount paid to a non-exempt employee who reports for work and is then sent home due to lack of work. 

· On-call status - An employee is notified to be on stand-by in the event the employee's services are required. 

· Regular rate - Includes any applicable shift premium/or lead differential to which the employee is entitled during the work period.

Policy for Employees in Non-Exempt Job Classifications

Report-in/call-in pay

· Non-exempt employees reporting to work for a scheduled workday are guaranteed a minimum of four (4) hours pay at their regular rate.  If less than 4 hours work is required, no less than the equivalent 4 hours pay at the regular rate will be paid. This guarantee of a minimum of 4 hours pay does not apply if: 

1.  The employee elects not to perform the work available, or

2.  The employee was previously notified not to report to work.

· Non-exempt employees called in to work other than their normally scheduled workday will be paid a minimum of 2 hours.

On-Call Status

· Business conditions may require employees to provide technical assistance and problem resolution in support of company operations outside their normal workday. Under such circumstances, an employee may be assigned to an on-call status and provided with a paging device, or requested to provide a telephone number where that employee can be reached.  Employees will not be paid for time on-call. 

· Non-exempt employees assigned to on-call status cannot be restricted to a specific location (e.g. restricted to their residence) such that they cannot freely use their time.  When a specific restriction is required, the employees will be assigned to report to a company work location.

· If an employee responds to a call while assigned to on-call status, the time worked will be compensated in accordance with the applicable pay policy. 

· Managers shall distribute on-call assignments equitably among employees who perform the same type of required work, and provide employees with advance notice of on-call status whenever possible.

Policy for Employees in Exempt Job Classifications

Exempt employees are compensated by a salary based on skills required to accomplish objectives of an assigned position rather than for actual hours worked. Therefore, exempt employees will not receive additional compensation for on-call status. 

