June 2019 5:310-E

Educational Support Personnel

Exhibit - Agreement to Receive Compensatory Time-Off

The School Board has a policy of granting compensatory time-off to non-exempt employees in lieu of
overtime pay for time worked in excess of 40 hours in any workweek. | have either received a copy of
the policy or been told where it may be found or downloaded. | understand that:

1.

| agree

I must obtain my supervisor’s express authorization to work overtime before working in
excess of 40 hours in any workweek.

I will earn compensatory time-off at a rate of not less than one and one-half (1.5) hours for
each one hour of overtime worked.

I will be allowed to use accrued compensatory time-off within a reasonable period after
making a request to use it, provided that my absence would not unduly disrupt operations
considering factors like emergency requirements for staff and the availability of qualified
substitute staff.

My supervisor may require that | use my accrued compensatory time-off within a certain time
period, may prohibit my use of accrued compensatory time-off on certain days, may require
that | cash out my compensatory time-off after a particular time period, and may otherwise
limit my use of compensatory time-off.

to receive compensatory time-off in lieu of overtime pay for time worked in excess of 40

hours in any workweek, and | accept this as a condition of my employment.
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Employee Signature Date

Supervisor Signature (or designee) Date

Page 1 of 1
©2019 Policy Reference Education Subscription Service
Ilinois Association of School Boards. All Rights Reserved.
Please review this material with your school board attorney before use.



