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Background

The Prairie Land Public School Division is committed to providing a workplace where
employees are fairly compensated for extra hours worked during a work week.

At times, excessive workload will make it necessary for employees to work beyond their
normal working hours. However, the need for overtime should be a temporary situation.

Excessive overtime can be stressful, contribute to an unequal distribution of work and
lead to an unhealthy working style. Because of this, it is important that overtime be
monitored, approved and recorded.

A work week is defined as Monday to Friday.

Procedures

1. All overtime hours must be approved, in writing in advance by the employee’s
supervisor.

2. Approval by the employer for overtime after the fact shall not be unreasonably
denied where overtime arises as a result of unforeseen circumstances under
which it would be impossible to obtain prior approval (ie. emergent situations).

3. The approval must specify the number of hours being approved.

4. In lieu of overtime pay, an employee may elect to bank hours at the applicable
overtime rate to be taken off at a time mutually agreed between the employee
and the immediate supervisor. Such time in lieu must be taken prior to June 30"
for 10 month employees and August 31° for 12 month employees.
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