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Procedural Points to consider:
	
		HOURS OF WORK AND OVERTIME

To outline the standard working hours for employees of the society, and establish guidelines for compensation for overtime work.

All standards relating to hours of work and overtime will, at minimum, comply with the requirements of the Employment Standards Act of British Columbia (the “Act”) and the Employment Standards Regulation of British Columbia (the “Regulation”).  This policy applies to all employees who are not exempt from the hours of work and overtime requirements under the Act and the Regulation (the “Requirements”). Managers as defined under the Act are exempt from the Requirements. Resident Caretakers as defined under the Act are also exempt from the Requirements, except for the “hours free from work” and “no excessive hours” sections of the Requirements. Residential care workers are also exempt from the Requirements, except for these workers must be provided with 8 hours of a rest period if provided with a 24-hour shift. The hours of work and overtime requirements for Managers, Resident Caretakers, and Residential care workers should be agreed to in writing with the society and comply with the law. 

1. A full-time work week for employees of the society is [40] [371/2] hours, including any breaks to which they are entitled. " Standard working hours” per day may be different for different employees.

2. Standard working hours are [Days between Time and time] ___ hours per day. Employees may work up to one additional hour per day at straight time up to 40 hours per week.

3. Employees must receive approval in advance from their supervisor to work beyond their standard working hours. Any hours worked up to the maximum hours per day or per week before overtime rates apply, as defined by the Act, will be compensated at the employee’s usual rate. Every hour worked beyond the maximum per day or per week as defined by the Act (an “Overtime Hour”) will be compensated at the rate prescribed by the Act (“Overtime Pay”). 

It is the responsibility of supervisors to monitor the workload of staff under them and ensure that staffing is adequate for the work required.

If an employee enters into a Lieu Time Agreement with the society as defined in the Act, the employee [will be provided with/may elect to receive] paid time off work (“PTO”) for every Overtime Hour in lieu of receiving Overtime Pay proportionate to the employee’s entitlements under the Act.

Employees who are eligible for statutory holiday pay under the Act will receive statutory holiday pay at the rates prescribed by the Act. The society and the employee may agree, in writing, to substitute another day for a statutory holiday, and the society will retain such an agreement for at least four (4) years.


1.  Filling out and submitting time sheets.
2.  Procedure for request and approval of Overtime Hours in advance.
3. As hours of work can be specific to each employee, it is best to clarify this in a written contract of employment. It is important as well for management/supervisors to clearly stipulate entitlements to employees.
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