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Policy:

Overtime will be reimbursed by equal time off in lieu, to be taken within a reasonable time of its
accumulation. Overtime will not be accumulated beyond the equivalent of one workweek except in
special circumstances. Guidelines will be followed according to the Employment Standards Act.

Procedure:
1. The Literacy Executive Director will approve overtime hours and lieu time hours in advance.

2. The Executive Director must approve all Lieu Time applications.
3. Special circumstances may be approved by the Executive Director.

4. The Board may approve overtime beyond one workweek for the Literacy Executive Director under
special circumstances.
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