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Fact Sheet link). Employees should review their paycheck and verify correct pay for all regular 

and overtime hours worked each workweek. It is a violation of policy to falsify time records, or 

for any employee or manager to instruct another employee to incorrectly or falsely report 

hours worked or alter another employee’s timecard to under- or over-report hours worked. 

Any violations of this policy should be reported immediately to the USG Human Resources 

Department. Employees are prohibited from working overtime or working any hours outside of 

the scheduled workday
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https://www.dol.gov/whd/regs/compliance/whdfs23.pdf
https://www.dol.gov/whd/regs/compliance/whdfs23.pdf
mailto:usg-hr@usg.edu
http://www.usg.edu/hr/officers/
/business_procedures_manual/section5/C1235/#p5.3.2_extra_compensation
/hr/assets/hr/hrap_manual/HRAP_Fair_Labor_Standards_Act_Leave_Time_Away_from_Work.pdf
/hr/assets/hr/hrap_manual/HRAP_Time_and_Leave_Reporting_Time_Away_from_Work.pdf
/hr/assets/hr/hrap_manual/HRAP_Emergency_Call_Back_Pay_and_Variant_Pay_Holiday_Pay.pdf
/hr/assets/hr/flsa/������������Ƶ_FLSA_Hours_Worked_Supplemental_Resource_Guide__FNL.docx
https://www.ecfr.gov/cgi-bin/text-idx?SID=dc039367b534badfd559a0b96711a83a&mc=true&node=pt29.3.541&rgn=div5
https://www.dol.gov/whd/flsa/faq.htm
https://www.dol.gov/whd/regs/compliance/whdfs22.htm
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