Region 2000 Workforce Investment Board

Policy Number

17
Effective Date


March 14, 2006 
Subject


Region 2000 Career Center Overtime Policy

Purpose

This policy details overtime procedures for Region 2000 Career Center.  It is intended to provide equitable and efficient administration of required over time work by staff.

Policy

All overtime requests must be approved in advance by the Center Manager. Overtime is not automatically granted but must meet an objective of the Center specifically for Center operations and not for any personal reasons or to make up for sick days. Only work that cannot be achieved during the regular schedule may be approved. 

CVCC will receive OT request forms signed by the Center Manager and will process any pre-approved OT. 

OT for the Campbell County payroll will be approved by the Center Manager and processed by WIB Fiscal Agent. 

Part Time staff may be allowed to work additional hours to make up for inclement weather closings/delays or holidays. PT staff may not work more than 1500 hours in a calendar year. 

Overtime must be kept to a minimum and a budget for projected overtime advanced to the Workforce Investment Board annually. Overtime time sheets must be submitted for processing by the authorized payroll department or fiscal agent.
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