Living Sky School Division No. 202

Procedure 5.24A 
Time Banks & Overtime Pay Form
	                                                    

Employee Name:	   Position:	

	Date of 
Time in Lieu/ Overtime Hours
	Reason 
	Start/End Time
	Total Time Paid

	
	
	
	

	
	
	
	

	
	
	
	

	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Payment

	☐Paid Out    ☐Banked


________________________________________
Employee Signature/Date


________________________________________	
Direct Supervisor Signature/Date	


· Time in lieu refers to hours earned in excess of regular contract hours up to daily and/or weekly overtime thresholds.  
· Overtime Threshold are defined in the current CUPE 4747 Collective Bargaining Agreement (CUPE support) and the Employment Standards Regulations (out-of-scope support).
· Time in lieu is paid or banked hour for hour.  Overtime is paid or banked at 1.5 times (Out-of-Scope) or 2 times (CUPE) the number of overtime hours worked.
· Banked Time must not accumulate beyond a maximum of two days for CUPE and not beyond a reasonable amount for out-of-scope at any given time. Every effort must be made to allow for the time to be taken before August 31st of the school year during which it was earned. In the event an employee is unable to take the time by August 31st, the remaining hours in the time bank shall be paid out.

For more details, please refer to the HR Procedure 5.24 Time Banks and Overtime Pay.

please email to: reception@lskysd.ca
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