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Overview:
Charles La Trobe College may require an ES employee to work in excess of normal hours of duty where such work is unavoidable and reasonable notice is provided.  
The requirement to work hours in excess of ordinary hours should only be where such work is unavoidable and reasonable notice is provided. All work required in excess of an employee's ordinary hours of work must be approved and documented.

An education support class employee who is directed to work may request not to do so where this would unreasonably affect personal or family commitments.

The time at which time off in lieu is granted shall be at the discretion of the Principal class and or Business Manager having regard to the operational needs of the school and the wishes of the employee. Time off in lieu may be granted on any day other than a day of approved leave.

As an alternative to time off in lieu, the principal class and or Business Manager, and the employee may agree to payment for time in lieu owed at the employee's normal rate of pay.

Aims: 
To provide guidelines and processes to accommodate the accrual of time in lieu and leave requests of non-teaching staff with the minimum disruption to the daily organisation and administration of the school.
To ensure discretionary time in lieu is granted on a fair reasonable and equitable basis.

Implementation:

Time in lieu will only be granted if you are requested to work outside your normal hours by the Business Manager and or Principal class.

Time in lieu will only be granted where it is pre-approved by the Business Manager and Principal class.

Requests by staff to take time in lieu must be two weeks in advance unless negotiated with the Business Manager and Principal Class
Before accruing time in lieu, the form must be pre-approved as above, and be signed off by the Principal Class or Business Manager

Two (2) days is the maximum that can be accrued at any one time .
Unless prior approval is given, time in lieu cannot be used to increase school holiday periods, public holidays or when inconvenient to the school community.
Student free days (or other days where least inconvenience is caused) are the preferred time for using time in lieu accruals.
Time in lieu will not be carried over each year.
Time in lieu can only be accrued by partaking in parent/teacher interview evenings, information nights, school conference, collegiate group meetings, camps (1 day for each night) or extra duties (outside regular working hours) requested by the Business Manager or the Principal class and where prior approval has been granted
Procedures:
Approval to be sought prior to accruing time in lieu by Principal Class or Business Manager. 
Obtain a form for recording your approved time in lieu.
When requested to work time outside your normal hours fill in the form and have it signed by the person who requested the work.
Return the form to the Business Manager at the end of each Term, for verification and recording.
Evaluation:
This policy will be reviewed annually.
Ratification

This update was ratified by College Council on 15TH February, 2018.
References

Victorian Government Schools’ Agreement 2017
DET HR / School Policy and Advisory Guide
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