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Policy


Overtime 

Date Effective
         August 2001

Date Reviewed           May 2005
Overtime and TOIL are at times a necessary part of our services, Due to emergencies, or call outs.
Under section 32 of the SACS Award, Overtime MUST be approved to be paid, unless there is an emergency, which will happen at times with some of our programs.

Correct procedure for overtime is as follows:

Completion of following sheet, with reasons and request for the overtime, signed by the Program Managers and forwarded to the Chief Executive Officer for approval.

Overtime must be approved or it will NOT be paid to the employee.

For emergency situations, the overtime sheet may come in with the employees time sheet.

Approved Over time will be paid out on the pay day following. 

Authorised overtime can not be accrued and is paid out the following pay period.
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