Some PTO Guidelines (for exempt staff)
1. The standard SCC workweek is M-F 8am-5pm
2. It is recognized that very few staff members actually work within these strict time bounds week after week, but because we have a significant interface with the public (potential members, agency partners, community members) as well significant cross-staff coordination, keeping this workweek as the standard is necessary. Therefore as much as possible staff workdays should fall within these bounds.
3. Positions are created and designed as much as possible so that a competent person in that position can do their job satisfactorily within a 40 hour work week.
4. Because of the seasonal and operational nature of our organization many more hours than 40 may be called for in a particular week in order to perform all the necessary duties of a job.
5. The expectation of an exempt employee is that he/she puts in the number of hours necessary to perform their job and is exempt from being compensated when that brings their total hours above 40.
6. If a staff member is regularly working far over or under 40 hours per week on a year-round basis it may indicate a need to assess a person’s performance/capability or assess a position’s responsibilities and duties.
7. It is common that certain positions may require working a full day over the weekend. When this is the case the staff member should work with his/her supervisor to adjust the standard workweek for that time period, exchanging a full workday during the weekend with one during the week. Working for an hour or two during a weekend day does not equate with a full workday.
8. It is also common that staff members provide support in the field and do crew visits which entail spending one or several nights with the crew or on the road. Although many hours beyond a regular workday may be involved through driving, checking in with CLs, visiting with agency partners, etc., like CLs these are expected within the duties of the position.
9. There is no such thing as compensatory hours within this system. In other words, if a staff member works 10 hours beyond 40 one week it does not mean that that person is entitled to work 10 hours less than 40 the next week – there is no longer any ‘banking’ of time.
10. That said if a staff member has worked several 10-12 hour days in a given week due to the necessities of the position, a supervisor can grant permission for that staff member to work shorter days at the end of the week.
11. If a full day off is requested at the end of an hour-intensive week it must be taken as a PTO day. The fact that a staff member has achieved 40 hours of work before the end of the workweek does not entitle them to take any remaining days off as compensation.
12. Checking emails or answering a phone call from home does not necessarily translate to a day worked. (Exceptions are made for infectious illness and the like)
