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DEPARTMENT: 
 
ADMINISTRATION

EFFECTIVE DATE:  

FEBRUARY 19, 1997
All part-time office staff required to work extra hours (hours beyond their allotment in the budget) must have extra time pre-authorized by their supervisor.  Staff shall be paid at their regular rate of pay for these hours or take time off in lieu of payment.  (One hour worked for one hour off or as per Alberta Labour legislation dictates.)  This arrangement along with extra mileage must be negotiated at the time of authorization.

Any unauthorized extra time worked will not be recognized and will be considered as volunteered.

Accumulation of extra hours that are to be taken off in lieu of pay may not exceed the total number of hours that the employee is budgeted to work in a one week time span.

Revised/Reviewed:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.

