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A. Rationale. Employment with CSRA RESA is considered primary employment, an employment to be given priority over any other employment by an employee.  CSRA RESA is a service agency established to meet the needs of participating school systems as requested.  Every employee of CSRA RESA is expected/required to work a minimum of eight hours daily, eight work hours excluding lunch.  Employees work on a contractual/agreement whereby their work time may exceed the eight hours work time.  They should not routinely expect to receive overtime compensation in time for services to school systems performed beyond the eight hour work day unless the work time extends into evening because of instruction of staff development courses, as the 4:30 – 8:30 PM courses.  For these late evening courses that result in workdays of 10-12 or more work hours it is reasonable to assume that compensation time should be allowed.

B.
Definitions:

Work Day. A workday for any CSRA RESA employee will be a period of work/service related activities that, in length, is a minimum of eight hours and may be expected to extend longer with after school meetings and travel in return to RESA or residence.  Such normal extension of time is to be accepted in employment since no full time employee under contract or work agreement is paid on an hourly basis; the contract/agreement relates to performance of the position’s responsibilities.

Extended Day. The employee is considered to have worked “extended time” when he/she is an instructor in evening staff development workshops/courses that are scheduled (at the request of the school systems), as from 4:30 – 8:30 PM, adding these hours to a “normal” workday of eight work hours.  This extended day/time does not include other “late afternoon” time or “home preparation time”.  Extended day/time may not be accumulated/earned, from a totaling of hours of overtime in small amounts of 30 minutes, one hour, or 1 1/2 hours, as from workdays of 8 ½, 9, 9 ½, work hours.  An extended day, therefore, must be a workday of 10 or more hours, as beyond 8:00 AM – 5:30 PM with the extended time being spent in instruction of a staff development course after a full workday (8 work hours, minimum).

Compensation Time. Included in compensation time may be: extended day/time used in instruction of evening staff development workshop/courses as described above; consultant services to a school system on Saturdays or during holidays/vacation, with written verification of service by system personnel.  Not included is time spend at professional meetings, workshops, or courses attended voluntarily for one’s own professional development, as those scheduled on late afternoons, evenings, weekends, or holidays.  Compensation time may not include the time used for travel to return to base or residence.
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C.
Limitations. It is to be noted that an increase of extended days beyond one or two per week may limit or diminish rather than enhance the availability and effectiveness of the consultant’s services to school systems during the normal workday.  For this reason, professional employees should schedule evening staff development courses within reasonable limits.  They are encouraged to schedule staff development courses/workshops with the assistance of the CSRA RESA staff development coordinator and system personnel in a manner that will not result in the consultant’s teaching three or four late evenings each week.

D.
Procedure for Use of Compensation Time. Compensation time or adjusted leave for the employee must be approved in advance by the RESA Director.  Compensation time will be approved only after the employee has submitted a written request and extended day service has been documented.

Compensation leave forms provided by CSRA RESA will be completed and submitted by the employee.  In support of the request, the employee is responsible for providing to the director, in weekly schedules, monthly activity reports, and letters of system verification, adequate documentation of extended workday time earned.  The secretary and director are responsible for the maintenance of all compensation time leave request forms and compensation time records.

Compensation leave should not be requested for a time that has been scheduled in system services, preplanning, post-planning, or staff meetings.

Compensation leave should be used in blocks of time as 4 hours (half day), not to exceed 8 hours (1 day), and should be used, if possible, within one month’s time after earned.

Compensation time may not be carried over to the next year; it is lost if not used within the year’s contract time in which it was earned.

Example A:
Workday 8:00 – 5:30 pm, not including travel.  The length of the workday is 9.5 hours.  No compensation leave is earned even if a staff development course is taught from 3:30 – 5:30pm.

Example B:
Workday 8:00 – 6:30 pm, with a 4:30 – 6:30 pm staff development course.  Earned compensation time, 2 hours.  The employee may not include for compensation time – time for travel to residence, regardless of length of time taken.  Compensation time of 2 hours may be requested, after earned, upon documentation of extended day beyond a full workday (8 hours work minimum).

Example C:
Workday 8:00 – 9:30 pm, with a 4:30 – 8:30 pm staff development course.  Earned compensation time, 4 hours; the employee may not include the time for travel to residence, regardless of time taken.  Compensation of 4 hours for staff development course.  

