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PURPOSE 
 
To provide executive leave practices for employees employed in a bona fide executive, 
administrative, or professional capacity. These employees are exempt from overtime pay under 
the federal Fair Labor Standards Act (FLSA) and Washington’s Minimum Wage Requirements and 
Labor Standards (WMWR&LS) and are referred to as “salaried employees” throughout this policy.  
 
 
POLICY APPLICABILITY 
 
This policy applies to all salaried employees in the executive branch departments, offices, and 
divisions, including the Assessor’s Office and King County Elections. This includes all career 
service, provisional, probationary, and appointed employees. In the event any provision of this 
policy conflicts with an applicable provision of a collective bargaining agreement or binding past 
practice, the latter shall prevail. 
 
 
DEFINITIONS 
 
"FLSA-Exempt Employee" means an individual designated by the Director of the Department of 
Human Resources (DHR), or designee, as being employed in a bona fide executive, 
administrative, or professional capacity, as defined by the FLSA and the WMWR&LS; who is 
therefore exempt from the overtime pay and minimum wage requirements of the FLSA and the 
WMWR&LS.  
"Bona Fide Executive, Administrative, or Professional Capacity" means employed in a position 
determined by the DHR Director, or designee, to satisfy the applicable "salary basis" test and the 
"duties" test of the FLSA and the WMWR&LS.  
"Salary Basis" means each pay period the employee receives a predetermined amount 
constituting all or part of their compensation which is not subject to reduction because of variations 
in the quality or quantity of the work performed, except as otherwise provided by the FLSA and the 
WMWR&LS.  

• The salary basis test does not apply to an employee who is the holder of a valid license or 
certificate permitting the practice of law, medicine, or dentistry and who is actually engaged 
in the practice thereof.  

• An FLSA-exempt employee's salary may be prorated for actual days worked in the first and 
last week of employment.  

• An FLSA-exempt employee need not be paid for any workweek in which they perform no 
work.  

"Workweek" is a fixed and regularly recurring period of 168 hours during seven consecutive 
twenty-four-hour periods. Unless otherwise designated in writing by the department director or 
designee, the workweek begins at 12:00 a.m. on Saturday and continues for the next 168 hours 
through 12:00 p.m. on Friday. The workweek for law enforcement employees shall be established 
in accordance with 29 U.S.C. §207(k) or as determined by the applicable collective bargaining 
agreement. 
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POLICY 
 
Executive leave is time off with pay that may be granted to salaried employees whose duties 
require the employee to work substantially in excess of the standard work schedule on an ongoing, 
regular basis.  
 
Hourly employees assigned to a special duty in a salaried classification are eligible for executive 
leave if the special duty assignment is expected to last at least six months and the duties require 
the employee to work substantially in excess of the standard work schedule on an ongoing, regular 
basis.  
 
Salaried employees who are covered by a collective bargaining agreement are not eligible for 
executive leave unless such leave is specifically authorized by the applicable union contract.  
 
Granting Executive Leave 

Department directors may grant up to ten (10) days (a maximum of 2 work weeks) of executive 
leave to eligible employees.  

• Employees who work a 9/80 schedule are eligible to receive up to nine (9) days of 
executive leave, which is loaded into the system as 81 hours. This may result in a partial 
balance remaining at the end of the year. 

• Employees who work four (4) 10-hour days are eligible to receive up to eight (8) days of 
executive leave, which is loaded into the system as 80 hours.  

All directors of executive departments/offices will be granted ten (10) days of executive leave each 
calendar year. An additional amount of up to twenty (20) days of executive leave may be granted 
to directors of executive departments/offices each calendar year for critical recruitment and 
retention purposes. Such grants require the approval of the King County Executive or designee.  
Executive leave is typically granted at the beginning of the calendar year. New and transferred 
employees may also be granted executive leave during the calendar year, provided that the new 
duties require the employee to work substantially in excess of the standard work schedule on an 
ongoing, regular basis.  
 
Using Executive Leave 

Salaried employees must schedule and receive approval for use of executive leave in accordance 
with departmental policies. Executive leave may be used for any reason and must be used in full-
day increments. Executive leave must be used in the calendar year in which it is granted and shall 
not be carried over into the next year or cashed out.  
Executive leave must be used prior to any transfer, promotion, or demotion during the calendar 
year, or it will be forfeited unless the new position meets the criteria for granting of executive leave 
and the department director of the new position agrees to the transfer of any unused executive 
leave in writing. Executive leave must be used prior to moving back to an hourly base position 
after time spent in a salaried special duty classification. In no case shall an employee receive more 
than ten (10) days (a maximum of two work weeks) of executive leave in a calendar year 
regardless of movement between positions (except for executive leave granted to department 
directors). 
 
Executive leave not used prior to separation from employment will be forfeited. There shall be no 
cash-out of executive leave. 
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Change in FLSA-Exempt Status 

When a salaried employee granted executive leave is approved for a change in FLSA-exempt 
status, the employee may not use executive leave during the period spent in an FLSA non-exempt 
status. At the time of conversion to non-exempt, any executive leave balance will be zeroed out. If 
the employee returns to salaried position before the end of the calendar year, the amount of 
executive leave will be re-assessed and re-loaded.   
 
 
QUESTIONS 
 
Refer questions or comments to your agency’s Human Resources Manager or the Department of 
Human Resources. 

https://kc1-my.sharepoint.com/:w:/r/personal/kimberly-hr_robinson_kingcounty_gov/_layouts/15/Doc.aspx?sourcedoc=%7B41D08208-DBD7-402A-B037-9A2B3A4F1375%7D&file=HR%20Manager%20List%20--%20Current.docx&action=default&mobileredirect=true

