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HUMAN RESOURCES: Time off in Lieu 
PURPOSE 

To clarify the circumstances and procedures under which Time off in Lieu (TOIL) can be approved, accrued and taken.

SCOPE

This policy applies to ongoing and contract, full-time and part-time, paid employees only, and should be read in conjunction with other human resources policies and the current Collective Agreement or other industrial instrument(s) to which the Centre/House is a signatory.  It excludes Childcare staff, and most teaching staff, unless their jobs include an administrative or coordination component.

POLICY
Time off in Lieu of overtime (TOIL) is recognition of workers’ time contribution outside of their normal paid hours. There is normally no provision for paid overtime at insert org name. 
The Committee of Management (CoM) expects staff to work (wherever possible) only the hours contracted.  However, at peak times when workload is high, staff may need to work additional hours, which will be recorded on the forms provided and taken off at times when demand is lower.  In these circumstances, the Centre/House encourages staff to use the flexibility provided by the Time off in Lieu policy for the mutual benefit of staff and the Centre/House.
No more than 20 hrs for full-time staff are to be accumulated at any one time, pro-rata for part-timers. This will be reviewed periodically in the context of work and personal requirements, and the position held.

Additional working hours must be approved in advance by the Manager and recorded on a fortnightly basis on time sheets showing the date and duties performed.
Accrued Time off in Lieu is to be taken at a mutually convenient time (as negotiated with the Manager) within 3 months of accrual, preferably in the term break. Any outstanding claims for TOIL must be resolved at the end of each calendar year and any unused time will be forfeited.
In special cases where it is impossible to recoup Time off in Lieu (for example, part time staff covering an unplanned extended vacancy), the CoM will explore other avenues of recompense.

TOIL is not a substitute for annual leave, which will be taken regularly according to the current Collective Agreement or other applicable industrial instruments and Centre/House policies.  TOIL must be taken prior to Annual Leave.
If TOIL requests are consistently high and preventing an incumbent from taking annual leave, the situation should be further investigated.  Refer to the Professional Development Policy.  

 
* Note: a standard working day = 7.6 hours = 7 hours 36 minutes
Relevant Legislation
Neighbourhood Houses and Adult Community Education Centres Collective Agreement 2016
Related Documents
HR: Employment Relations Policy
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