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ADMINISTRATIVE GUIDELINE

Title:  Custodial Staff Replacement and Overtime

      Effective Date:  October 5, 2000

           Responsibility:  Superintendent of Business 









A. CUSTODIAL REPLACEMENT

At the beginning of the year the Board approves of a budget for the salaries and benefits for its employees.  In order to ensure that the expenditures do not exceed the budget, certain controls and cost saving measures need to be in place.  Each family of schools will be given an allocation for custodial replacement.  In the event of illness, the custodian is to contact as early as possible, his/her Facilities Services Supervisor.  The Facilities Services Supervisor will ascertain if a replacement can be arranged.  In schools that have more than one custodian, short-term illness will be covered whereby the hours of work of the other custodial staff may be adjusted to accommodate the absence but not increased.  The following replacement policy is to be followed unless an exception is approved, in advance, by the Manager of Plant:

Elementary:

· In schools with more than one custodian, no replacement for an absence of one day.

· In schools with only one custodian, a replacement for an absence of one day may be arranged subject to the availability of funds.

· For absences beyond one day a replacement may be provided subject to the availability of funds.

Secondary:

· No replacement is to be arranged for a custodial employee absence of up to three days.

· If three custodial employees are absent at the same time, one replacement may be arranged.

The provision of a replacement custodian will be approved by the appropriate Facilities Services Supervisor and be subject to the availability of funding to cover the cost, or availability of staff from another school in the family of schools.

B.
OVERTIME

Overtime, except for emergency purposes is not permitted.  Where there are exceptional 

circumstances, overtime must have prior approval by the Facilities Services Supervisor 

and subject to the availability of funds to cover the cost.
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