Argyle

Municipality

POLICY AND ADMINISTRATION MANUAL REFERENCE NUMBER: P7
SECTION: POLICY TITLE:
PERSONNEL POLICY OVERTIME
1. APPLICATION

1.1. This policy applies to all employees of the Municipality.
2. PURPOSE
2.1 The purpose of this policy is to explain how the Municipality will compensate employees for
hours worked outside of the regular office hours of operation of the Municipality. The assignment of
work for employees shall, in so far as is possible, be scheduled to be undertaken during regular work
hours. When it is necessary to schedule overtime work for an employee, or, in the case of
management employees to undertake overtime work themselves, such overtime shall always be
assigned or undertaken in a manner that ensures the work is completed as economically and
efficiently as possible. Time off in lieu of overtime pay for all employees shall be the norm, rather
than the exception.
3. DEFINITIONS
3.1. In this policy:
3.1.1. “CAO” means the Chief Administrative Officer of the Municipality of Argyle.
3.1.2. “Regular office hours of operation” means 8:30 8:00 a.m. to 4:38 5:00 p.m., Monday to
Friday.
4. GENERAL GUIDELINES

4.1. All employees are expected to be mindful of the need to reduce and contain costs while striving
to maintain and improve the quality and effectiveness of services provided by the Municipality.
It is incumbent upon all staff members to question the necessity of overtime.

4.2. Employees are required, to the extent that it is possible, to complete the work they are
responsible for performing each day. It is understood that, on occasion, duties and
responsibilities may require an employee to remain at their office or work location a short time
beyond the regular time of leaving. However, for overtime in excess of 36-29 (twenty-nine)

minutes, employees who are not in management positions will normally be granted time off to

compensate for extra hours of work that, from time to time, may be required.
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4.4. Notwithstanding Article 4.8, the maximum overtime hours accumulated shall not exceed two
weeks of regular contracted hours of work for any employee. Should an employee
accumulate more than their two weeks of regular hours of work of overtime, these hours will
be paid out within 30 days of its occurrence.

4.5. lnthe eventan-employeeispaid-hisfher overtime, the-eOvertime will be calculated paid at the
rate of:

4.5.1. Regulartime One hour off for all hours worked outside of the regular hours of operation
of the Municipality in a week, excluding holidays.

4.5.2. Time and a half for all hours worked over 48 hours in a week and outside of the regular
hours of operation of the Municipality, excluding holidays.

4.5.3. Regular time plus time and a half for all hours worked on holidays. The holidays included
in this section are those included in the Nova Scotia Labour Standards Code. (See Schedule
A for list of holidays).

4.6. Rublic-\Werks Employees shall not be considered recalled to work if the hours worked are
continuous to, either before or after regular hours of work, or if arranged prior to the
employee leaving his place of work.

4.7. Employees that are asked to attend regular meetings of municipal regional organizations

(MRO) outside of working hours, shall be entitled to accumulate overtime for the work.

4.8. Any additional overtime work for an MRO shall be paid out, with the pre-approval of the
CAO.

4.9. For staff hours required at the Emergency Command Center (ECC), refer to the Regional

Emergency Management Organization (REMO) policy for compensation guidelines.
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4.10. Employees who are not scheduled to work on the day of the municipal event or who

are assisting in a municipal event which takes place outside of the regular hours of operation,
of the municipality, will be compensated under this policy for the hours worked during the
event.

4.11. In the event the municipal offices are closed due to inclement weather or for any other
reason deemed sufficient by the CAO, the overtime hours submitted will be reimbursed to the
employee.

4.12. Any-legalguidelinesfound-contraryto-thispelieywill supersedethis-peliey. This policy is
intended to serve as a general guideline for overtime practices. In cases where the NS Labour
Standards differ from this policy, the NS Labour Standards will prevail.

Operational Services staff
5.1. Rublicwerks-and-maintenance Operational Services staff are required to be on call to respond
to emergency alarms and to remove snow during winter months.

5.1.1. Being “on call” for work means that the designated employee must be within 45
minutes of his ordinary place of work and must be able to be contacted by the public or
other municipal staff, by calling the cell phone provided to the employee by the
Municipality for that purpose.

IM

5.1.2. When designated as “on call” by his supervisor, the employee will be compensated at a
rate of $100/week. This compensation will be paid with the regular bi-weekly payroll.
5.1.3. A schedule of “on call” requirements will be provided by the employees’ supervisor. The
schedule may be altered according to circumstances as deemed necessary by the

supervisor.

5.1.4. Designated employees who fail to respond to a call will forfeit their compensation for

that service for that day and wil may be reprimanded for failure to respond.

5.1.5. Any Employee called in for emergency purpose shall be paid a minimum of 3 hours.
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Z—ELGIBILIY-LEADERSHIP TEAM (MANAGEMENT)

7.1.

7.2.

Leadership Team-(Management}-employees, by virtue of their positions (heads of departments,
Deputy CAO Municipal Clerk-Freasurer, and the CAO), understand they are, from time to time,
required to put in extra hours to fulfil their individual responsibilities. Employees in such
positions may be granted time off from regular work hours to compensate for period of
overtime that extend beyond the normal, extra reasonable time that can be required on certain

days to respond to government or meeting deadlines, taxpayer concerns, or to sort out

situations under their supervision or their management.-Unlessspecial-erextenuating

Leadership Team (Management) employees shall clear, with the CAO, their taking of time off
for overtime worked. An employee shall not be unreasonably restricted by the CAO from taking
time off, as long as the services provided by the Municipality are not negatively affected. It is
understood that it may be necessary for the CAO to select the time that is to be taken off by an

employee, rather than for the employee to make that choice.
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9. OVERTIME APPROVAL PROCESS

9.1. Employees are-netobligated-to-ebtain-require approval to work overtime from their

Supervisors prior to the overtime work being carried out. There are situations and

circumstances that employee would not need approval of a supervisor such as emergencies

callouts. However, after overtime work has been completed, the employee will record their

time on a personal overtime spreadsheet managed by their Supervisor. The employee shall

indicate the date on which the overtime was worked, the reason for it and the amount of extra

hours worked.

9.3. The CAO or designate is responsible for authorizing overtime work for Leadership team

(management) employees, as well as any payroll transaction in lieu of time off. As-identified-in
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10. Payout Process:

10.1. If an employee's accumulated time in lieu exceeds the two-week limit, the excess
hours will be paid out within 30 days.

10.2. Payouts are authorized by the department heads, and the Finance Officer shall be
responsible for the payment.

10.3. Departments Heads are responsible to budget for overtime pay.

11. Record Keeping:

10.1  Accurate records of compensatory time balances should be maintained by the department
Heads or designated personnel.

10.2 Employees should have access to their current accumulated overtime balances upon request.
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12. ARGYLE COMMITTEE AND COUNCIL MEETING ATTENDANCE
12.1. Personnel responsible for IT support and minute and agenda preparation are required
to be available for the entirety of committee and council meetings (non-regional).Those
positions shall be entitled to a rate of reimbursement of $100.00 per meeting in lieu of
accumulation of overtime. It is the responsibility of those employees to submit expense
claims after each meeting that has been attended. This reimbursement is taxable to the

employee.

12.3. The CAO and Deputy CAO are not entitled to overtime in any capacity for Argyle
Committee and Council Meetings. and-ethermanagementemployees-willnotreceiveany
onf I s
12.4. Remaining staff not highlighted in section 12.1 and section 12.2 will be entitled to

overtime accumulation only for their participation in Argyle Committee and Council
Meetings.
13. RETIRING EMPLOYEES
13.1. Employees ending their employment with the Municipality and drawing pension
benefits as provided under the Municipality’s Pension Plan are suggested to use their
accumulated overtime hours before the date of proposed retirement from their position.
13.2. Any excess-Ne overtime not used will be paid intied-eftime-off to employees intending

to retire.
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14. TERMINATED AND RESIGNING EMPLOYEES
14.1. Employees who are terminated by the Municipality or choose to leave their position
with the Municipality will aet be paid for their remaining overtime hours.
14.2. Employees who resign from their position will not be permitted to use any overtime
hours to reduce their obligated notice period.
15. REVIEW

15.1. The CAO, or designate, also has overall responsibility for:

15.1.1. Monitoring the effectiveness of this policy;

15.1.2. Assisting employees in this policy’s implementation;

15.1.3. Providing Council with recommendations for consideration as to any changes in content
which may be considered desirable, and which may improve the effectiveness of this
policy.

15.2. This policy will be reviewed periodically to ensure its effectiveness and relevance. Any
necessary revisions will be made in consultation with relevant stakeholders.
15.3. The Municipal Council has overall responsibility for the initial approval of this policy, and

for approving any future changes or amendments that may be made in content or direction.
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Chief Administrative Officers’ Annotation for Official Policy Record

Date of Notice to Council Members of Intent to April 10, 2018
Consider (7-days minimum)
Date of Passage of Current Policy April 24, 2018

Date of Notice to Council Members of Intent to
Consider (7-days minimum) — Amendments

February 22, 2024

Date of Passage of Current Policy as amended

| certify that this policy was adopted by Council as indicated above.

Warden

Chief Administrative Officer

Date

Date
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Schedule “A”
Holidays

New Years Day
Nova Scotia Heritage Day (3™ Monday in February)
Good Friday
Easter Monday
Victoria Day
Dominion Day/Canada Day
Labour Day
Natal Day/Civic Holiday (1°* Monday in August)
National Day for Truth and Reconciliation (September 30)
Thanksgiving Day
Remembrance Day
December 24 (1/2 day)

Office Closure between Christmas Day and New Years Day.
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