2A-1 FAIR LABOR STANDARDS ACT SAFE HARBOR

Reeves County makes every effort to pay its employees correctly. Occasionally, however, inadvertent
mistakes can happen. When mistakes do happen and are called to Payroll’s attention, Reeves County
will promptly make any corrections necessary. Please review your pay stub when you receive it to
make sure it is correct. If you believe a mistake has occurred or if you have any questions, please use
the reporting procedure outlined below. If you are overpaid the County will make the necessary
corrections at the next payroll.

Employees who are classified as non-exempt employees must maintain an accurate record of the total
hours you work each day. It is the responsibility of each employee to verify that their time sheets are
correct. Your timecard must accurately reflect all regular and overtime hours worked, any absences,
late arrivals, early departures, and meal breaks. Do not sign your timecard if it is not accurate. When
you receive each paycheck, please verify immediately that you were paid correctly for all regular and
overtime hours worked each work week.

Non-exempt employees, unless authorized by your supervisor, should not work any hours that are not
authorized. Do not start work early, finish work late, work during a meal break, or perform any other
extra or overtime work unless you are authorized to do so. That time worked is to be recorded on your
timecard. Employees are prohibited from performing any "off-the-clock" work. "Off-the-clock" work
means work you may perform but fail to report on your timecard. Any employee who fails to report or
inaccurately reports any hours worked will be subject to disciplinary action, up to and including
termination. If anyone directs you to work without documenting your time worked, you must tell
Human Resources.

It is a violation of Reeves County policy for any employee to falsify a timecard, or to alter another
employee's timecard. It is also a serious violation of County policy for any employee, supervisor or
official to instruct another employee to incorrectly or falsely report hours worked, or to alter another
employee's timecard to under- or over-report hours worked.

If anyone instructs you to:
(1) incorrectly or falsely under- or over-report your hours worked, or

(2) alter another employee's time records to inaccurately or falsely report that employee's hours
worked, you should report it immediately to HRDirector@reevescounty.com.

If you are classified as an exempt salaried employee, you will receive a salary which is intended to
compensate you for all hours worked for the County. This salary will be established at the time of hire
or when you become classified as an exempt employee. While it may be subject to review and
modification from time to time, the salary will be a pre-determined amount that will not be subject to
deductions for variations in the quantity or quality of the work you perform.

For exempt employees, your salary may also be reduced for certain types of deductions such as your
portion of health, dental or life premiums; state, federal or local taxes, social security, retirement; or,
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voluntary contributions to a deferred compensation plan. In any workweek in which you
performed any work, your wages may be reduced for any of the following reasons:

1) absence from work for one or more full days for personal reasons, other than sickness or
disability; or

2) full day disciplinary suspensions for infractions of our written policies and procedures; or

3) full day for violating safety rules of a major significance; or

4) Family and Medical Leave or Military Leave absences; or

5) to offset amounts received as payment for jury and witness fees or military pay; or

6) the first or last week of employment in the event you work less than a full week.
If you are an exempt employee, in any workweek in which you performed any work, your salary will
not be reduced for any of the following reasons:

1) partial day absences for personal reasons, sickness or disability; or

2) your absence because the facility is closed on a scheduled workday; or

3) your absence because of the County's operating requirements; or

4) absences for jury duty, attendance as a witness, or military leave in any week in which you
have performed any work; or

5) any other deductions prohibited by state or federal law.

Please note: it is not an improper deduction to reduce an employee's accrued vacation, personal or
other forms of paid time off for full or partial day absences for personal reasons, sickness or disability.

If you have questions about deductions from your pay, please immediately contact your supervisor. If
you believe you have been subject to any improper deductions or your pay does not accurately reflect
your hours worked, you should immediately report the matter to Payroll. If you are unsure of who to
contact or if you have not received a satisfactory response within five business days after reporting the
incident, please immediately contact the County Attorney. Every report will be fully investigated, and
corrective action will be taken where appropriate, up to and including discharge for any employee(s)
who violates this policy. In addition, the County will not allow any form of retaliation against
individuals who report alleged violations of this policy or who cooperate in the County's investigation
of such reports. Retaliation is unacceptable, and any form of retaliation in violation of this policy may
result in disciplinary action, up to and including termination.
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