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LICENSED AND CLASSIFiED STAFF SCHEDULES,
JIME TRACKING, AND SVERFHME/COMPENSATORY-TFHVE-COMPENSATION

The Albemarle County School Board (“Board”) ;shall establish policies to compensate, employees

fairly and in accordance with local, state, and federal laws for all time worked. The Board approves the
annual staffing plan through the budget process each fiscal year. Staffing allocations are made for each
school/department that determine the number and type of positions for employee payroll. The following
are guidelines and expectations for employees and supervisors. These provisions shall be effective March

1, 2019.

l. Staff Schedules, <

A

A. Teachers/A—TFeaching/~Instructional Staff <

The hours of employment shall depend on the length of time required to accomplish the <
objectives of Albemarle County Public Schools (“Division™), Licensed personnel shall

be available for a reasonable time both before and after school to assist students and
parents as the need may arise. Also, as part of the essential job duties to meet these
Board objectives, staff are expected to attend meetings, training, professional learning,
and other job-related events that occur outside of the regular student day without the
expectation of additional compensation.

Principals/department heads shall set the beginning and ending times for their teachers

instructional staff with the approval of the Superintendent/Designee._Staff are expected
to work their contracted amounts per workday with full-time teachers working a
minimum of seven and one-quarter (7.25) hours per workday.,
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B. Classified PersonnelStaff « /{
8 ‘ . Formatted

The supervisor of every classified employee shall determine the employee's work yerk <
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schedule, in accordance with with-budgetedthe base weekly

Jhours for that position_and the needs of the school/department. Principals/department
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heads/designees may require that employees work evertime-additional time or alternative
schedules to meet the needs of the school/department. Whenever possible, retice-of-this

} } i i supervisors shall give advance notice as
soon as the work schedule change is determinedg so that employees ear-are able to

arrange their personal schedules.

C. Administrators <

Licensed and non-licensed supervisors are expected to ensure there is adequate
supervision of their schools/departments at all times. Work schedules may vary based
upon Division needs. These staff are expected to work their allocated hours per week at a
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1. the school/department is open to the public on all days other than posted holidays «
and emergency closings; —ane,

TA——

2. employees work the reguired-numberof scheduled-hoursperweekrequisite

number of hours for their positions; and

3. all applicable personnel policies are followed.

Rotating Schedules: Buetesemeschesis-hovingretatingclaseschedules somocchoois «

may-have-staff whose-work-schedules-vary-with-these-classes—In the event that a non-
exempt employee (usually part-time) has a work schedule where the total weekly hours
change from one workweek to the next, the employee’s base weekly hours will be
classified based on the workweek with the fewer number of hours. The employee would
then receive additional pay when a greater number of hours are worked in the workweek
due to the Division’s pay by exception system.

Flex Time; Non-exempt employees are paid based upon hours worked or leave taken -
during the workweek. In lieu of taking leave, a supervisor may allow an employee to
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B. Exempt Employees. Employees in certain positions are exempt from overtime pay
requirements and compensatory time leave eligibility if the positions satisfy the criteria
for the exemptions defined under the FLSA. Positions will be classified by the
Department of Human Resources (“Human Resources™) and approved by the
Superintendent/designee.
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“day of leave” as defined in Policy GCC, Leave Program.

| Formatted: Indent: Left: 0.5", No bullets or
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Principals/department heads may establish location-wide standards to ensure
efficient operations and service. Non-exempt employee breaks longer than 20
minutes are not compensable as time worked as long as no work is performed
and the employee is free to leave his/her post.

3. Travel Time. When non-exempt employees are required to work outside of
Division facilities, the hours involved in the actual travel, as well as the hours
working, shall be considered time worked. Employees shall report this time to
their supervisors, using procedures established for that purpose. Ordinary
travel/commute between an employee’s home and work shall not be considered
hours worked.

L_eaving Premises During the Workday,, Employees shall not leave school premises <«

during the established hours of employment without the permission of the
principal/designee. Schools/departments may establish their own sign-out/notification
procedures for employees leaving the premises during the workday.

Maximum Allowable Hours. A non-exempt employee must be compensated for -

overtime once the employee has exceeded the maximum allowable hours, which is 40
hours within the workweek.

Non-exempt Employees. Employees who are subject to the FLSA’s overtime and b

compensatory time_leave requirements are considered non-exempt.

Overtime. This is time that non-exempt employees physically work in excess of the «

maximum allowable hours per workweek. The Division must compensate an eligible
employee for time worked in excess of the maximum allowable hours by making
monetary payment at one and one-half (1.5) times the employee’s regular rate of pay for
each hour or portion thereof worked or by granting compensatory time leave at the rate of
one and one-half (1.5) times for each hour or portion thereof worked.

Pay by Exception. The Division operates on a “pay by exception” system. Each regular «

employee has a designated number of hours per fiscal year the employee has been
allocated as part of the Division’s annual staffing plan. These annual hours are divided
equally into the number of established pay cycles. The payroll system will pay this
amount automatically unless the employee and supervisor submit adjustments to the base
weekly hours such as overtime or leave without pay.

Premium Pay. This refers to additional compensation, exclusive of overtime, non- «

exempt employees may receive as an incentive for specific types of work, i.e. shift
differentials.

Regular Schedule, All regular employees have a designated schedule each workweek </

based upon the base weekly hours. Changes to a non-exempt employee’s regular
schedule that impact the base weekly hours may cause changes to the employee’s pay,
such as overtime or leave without pay.

</

Straight Time. This is a hon-exempt employee’s non-overtime work compensated at the

employee’s hourly rate.

Work Schedules. The principal/department head/designee is responsible for establishing<

employee work schedules, including allowances for breaks and meal periods. ,
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Increments - Rounding rules up or down to the quarter-hour will be established <«

for Division-wide consistency. Schools/departments may set reasonable \
expectations for adherence to work schedules. An employee may be counseled |
or disciplined for tardiness; however, pay will follow the rounding rules.

<

Reductions in Pay — In the Division’s pay by exception system, when an «

Exempt Employees -\

employee misses work in the workweek and has insufficient leave to make up the
variance from base weekly hours, non-exempt employees will be docked pay for

that workweek in 15-minute increments. Employees may also be docked pay for

disciplinary purposes in accordance with Board policy.

1

Time Recording - These employees are expected to follow established <l
procedures and policies for exempt employee time tracking and leave ‘
submission. Failure to do so may result in disciplinary action in accordance with

Board policy.

<

Increments - Exempt employees are compensated on a salary basis, The salary <«

may be calculated on a daily or weekly basis depending on the position. Exempt \
employees are not paid based upon time actually worked. ‘

Reductions in Pay

a. Teachers — These employees have a contract for a specific number of
days of work, but may be docked pay in accordance with FLSA, the
Family Medical Leave Act (“FMLA”), Workers’ Compensation laws,
and other applicable laws. When a benefits-eligible teacher does not
have sufficient leave to cover the missed work, pay may be docked in

full-day increments. H-abenefits-ehigible-teacherworksa-partial-day-and

—Benefits-ineligible
teachers may have pay docked in full-day increments when a day of
work is missed. For employees whose work schedules change from
week to week, Pay-for-teachers-with-rotating-work-schedules pay will be
docked based on the time missed on the day of the absence.

b. Employees Other Than Teachers — These employees may be docked pay «
in accordance with FLSA, FMLA, Workers’ Compensation laws, and
other applicable laws. Generally, pay may be docked for partial weeks
worked during the first and last weeks of employment and situations
where a benefits-eligible employee has insufficient leave accrued or
chooses to take leave without pay. Pay must be docked in full-day
increments, excluding exceptions permitted under law. Benefits-
ineligible employees may not be docked pay when work is performed in
the workweek unless permitted by law. Supervisors may require any
exempt employees to make up missed work in another workweek.
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work t-exeess-efover 40 hours within the workweek are to be paid gre-and-one
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4.

Dual JoB Employees,

Two (2) or More Heurhy-Non-exempt, Regular RatesPositions—;, “

Employees who have two (2), or more non-exempt regular positions,

contributing to overtime hours are eligible for both overtime pay and

compensatory time leave, These employees may receive overtime pay at

| Formatted: Normal, Indent: Left: 1.5", Hanging: 0.5"
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with paragraph B.2 above, Employees-helding-more-than-one-pesition

—Principals/department heads
should-shall consult with Human Resources for guidance regarding the
payment of overtime compensation to such employees. ,
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Exempt and Non-exempt Regular Positions;, The eligibility for overtime <«
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all work performed in both positiong, contribute to the total hours for the

workweek. When the primary position is classified as exempt, the
emplovee is not eligible to earn overtime or compensatorv time, 4eave

Hen-exemat—pesmn— The emplovee may receive stralqht tlme pay for

hours worked in the workweek beyond the base weekly hours, in the non-

Non-exempt Regular and Temporary Positions: If a non-exempt reqular «—

employee also has time worked in a non-exempt temporary position
during the workweek, all such time worked counts towards the maximum
allowable hours. The supervisor of the regular position may deny the
earning of compensatory time leave in lieu of overtime pay, regardless of
which position(s) contributed to the overtime hours. If a supervisor
denies compensatory time leave, overtime must be paid at the blended
overtime rate.

-«

Non-exempt Regular Employees Working Exempt Temporary Positions:

As long as the exempt temporary position is occasional and sporadic, the
hours worked in the temporary position do not count towards the
maximum allowable hours. Supervisors of temporary positions shall
contact Human Resources before scheduling any non-exempt regular
employee for exempt work. ,
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school/department. -ardThey, are alsg, responsible for managing non-exempt

employees’ hours worked whenever possible within the designated workweek ¢
work-period-to avoid overtime. If an employee works more than the designated
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1MV, —ON-CALL AND CALL-BACK COMPENSATION
A. —A—0n-Call Compensation -
1. Purpose. Employees may be required to be available to return to work or “on- <\
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call” during a scheduled period. On-call periods have been established as 12-
hour periods for the entire Division, Principals/department heads/designees may
schedule employees to be on-call for shorter periods based on business needs.

Compensatlon and_ EIIQIbIIItv Nen-exempt—empleyeﬁeqhﬁed—te—b%efkd&ty—

w

A temporary or reqular non- exempt, employee on- caII WI|| be pald a ﬂat fee equal

to,one and a quarter (1.25) of the employee’s hourly pay rate for each 12-hour
on-call period, When an on-call period less than 12 hours has been designated, an
employee will still receive one unit of on-call pay for the period. Periods of on-
call are not time worked and do not count towards the maximum allowable hours.

-

For example, an employee who makes $10.00/hour and is on-call for a
designated eight (8)-hour shift would receive $12.50 for one on-call period. If the
on-call shift was 13 to 24 hours, the employee would receive $25.00 for two (2)
on-call periods.

Time spent by non-exempt employees on-duty while on-call are to be «
compensated, for such time as time worked. Whether the FLSA considers an
employee to be “on-duty” while on-call depends on a number of circumstances,
including, but not limited to, being required to remain on the employer’s

premises and being restricted from using on-call time effectively for personal
purposes.
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Condition to Work. Employees who are “off-duty”, but on-call, must remain ina<

24,

work-apporpriate condition . This includes, but is not limited to, refraining from
consuming substances that impair or compromise an employee’s ability to work,

School/Departmental ©n-Call-Compensation-ProgramsExpectations.

Schools/departments may develop on-call eempensation-programs-to
compensateguidelines and expectations for employees for “off-duty” on-call time

based on thelspeeifiedepartmental needs. Principals/department heads must
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: for approval ir-erder-toto ensure that they meet all
applicable legal and policy requirements.
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b. On-call employees are expected to respond promptly to calls, resulting in <
partially restricted personal time of on-call employees. Specific response
time may vary depending on individual school/department requirements.

ec. On-call employees will not be called if another Ceunty-employee is <

already on duty and available to perform the required services.

fd. The school/department’s on-call guidelines have been approved by <

Human Resources and the Ceunty-Attorney’s-OfficeBoard Attorney’s
Office,

a. Service must be mandated. -
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Reporting for Work, While on-call, an employee may be contacted to report to <;  -

— B Call-Back Compensation <)

work. An employee who is called in to work from on-call status is eligible for
call-back compensation. The employee will also retain the on-call compensation
in addition to wages for time worked,

1.

Purpose. There may be times when supervisors may need employees to report <+~

back to work on short notice putside of the employee’s work schedule. Call-back

status occurs when a principal/department head/designee requires a non-exempt
employee to report back to work outside of the employee’s work schedule on less
than 24 hours’ notice. Call-back is not hours worked beyond the schedule which
require an employee to stay at work, rather than report back to work. Holdover
time shall be compensated as straight time or overtime as applicable.
Additionally, work schedule changes with more than 24 hours’ notice are not
call-back hours. Whenever possible, supervisors should give notice to employees
when the need for call-back may occur, such as for an anticipated snowstorm. ,

EI|q|b|I|ty _Any reqular gligible-non-exempt employee who is reguiredcalled <~

back as descrlbed above, by the prln(:lpalldepartment head/desmnee t&repen—baek
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—Temporary non-exempt employees who have regular work schedules which
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are changed via call-back are eligible. Temporary employees, including
substitutes, who work on an intermittent, occasional, or sporadic basis do not
qualify for call-back pay when scheduled or called to work/accepting
assignments with less than 24 hours’ notice. ,

L While exempt employees may be called back to work with short notice,
they are not eligible for call-back pay. ,

<

3. Condition to Work. Employees who are called back for work must reportina <)/~

work-appropriate condition, If an employee is not in a condition to work, the
employee must disclose that to the supervisor before reporting for duty,

<\

CalewlationCompensation— The call-back compensation rate is one and one-half «

.
maximum allowable hours for the workweek, the employee will receive overtime

mes the employee’s regular hourly rate. If an employee exceeds the \\\\ :
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pay instead of call-back pay. The employee may not receive both for the same
hours worked. In lieu of receiving overtime pay, employees may receive
compensatory time leave in accordance with the established procedures above.

Once an employee has been called back to work, the employee will be
guaranteed a minimum of two (2) hours of call-back pay even if less than two (2)
hours of work are performed. An employee will receive call-back pay for any
work or travel to work. Only hours physically worked or call-back travel time to
work counts towards the maximum allowable hours. An employee called back to
work from “on-call” status may keep the on-call pay in addition to call-back pay.
When work is completed, travel time home is not compensable as time worked.

If an essential personnel employee receives additional pay due to building
closure, the emplovee is not ellmble for caII back for the same hours worked.
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HsiRg-eampansaterFaannta-eave:

V. HOLIDAY PAY .
Please refer to Policy GCC, Leave Program, for information on pay for work performed on a
holiday.

VI. SHIFT DIFFERENTIALS N

Non-exempt temporary and regular employees may be regularly, or periodically scheduled to
work evening or midnight shifts and may receive premium pay for such work. When six (6) or
more hours are physically worked in either shift, the employee will receive the following
percentage of his/her hourly rate for each hour worked in the range;

Evening: 4:00 p.m. — 12:00 a.m. Four (4%) percent of the hourly rate premium pay.

Midnight: 12:00 a.m. — 8:00 a.m. Five (5%) percent of the hourly rate premium pay

Shift differential premium pay will not be granted when less than six (6) hours of work are
performed in the designated range. Although an employee may be regularly assigned to an
evening or night shift, the shift premium will not be paid when paid leave is taken and the
employee will not be charged the premium for leave without pay.

Albemarle County Public Schools
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VII.  BUILDING CLOSURES DUE TO INCLEMENT WEATHER AND/OR EMERGENCY <*'f
SITUATIONS,
Employees may be required by their supervisors to report to work during building closure periods
designated by the Superintendent/designee., Please refer to Policy GCQC, Coverage of Schools
Due to Inclement Weather and/or Emergency, for more information. Compensation will be as
follows:
A. Employees Required to Work, <
<\
Any non-exempt regular employee who is required by the supervisor to work during
building closure periods shall be deemed essential personnel and will be paid a premium
equal to the employee’s hourly rate for any time the employee works during the building
closure period. This premium is in addition to the regular wages essential personnel earn
for any time worked in accorandance with this policy.
For example, if the building closure period is 6am-10am, the employee’s work schedule
is 8am-4pm, and the employee works 9am-4pm (no lunch break) the day of the closure as
directed by the supervisor, the employee would receive one (1) hour of paid
administrative leave due to building closure (8am-9am), one (1) hour of essential
personnel additional pay due to building closure (9am-10am), and seven (7) hours of pay
for time worked (9am-4pm).
B. Employees Not Required to Work,
Any non-exempt regular employee who chooses to work when not required to report to
work will not receive additional pay due to a building closure, but will be compensated
for time worked as straight time or overtime as applicable. ,
C. Self-sustaining Programs
Some self-sustaining program employees may be required to report for work
on a regular or modified schedule when schools and/or departments are
closed. These employees will be compensated for time worked at straight
time or overtime as applicable. They are not eligible to receive additional
pay due to building closures, Temporary employees working in self-
sustaining departments are not eligible for additional pay for building
closures or administrative leave for building closures.
VIIl.  FIELD TRIPS <
When an employee is away from the school due to a field trip with students as part of his/her
work duties with prior approval by the Principal/Department Head/Designee, such time shall be
compensable as time worked.
1X. PROFESSIONAL LEARNING -
See Policy GCLA, Professional Learning Time and Leave for more information on compensable
work time for training and learning activities.
X.

COURT APPEARANCES/HEARINGS, —

Albemarle County Public Schools
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