SCA WORK HOURS & PAY

Workweek

Our workweek is Sunday through Saturday.

Pay Periods

You are paid every other Friday for work completed through the previous Saturday.  Our payroll and holiday schedules are distributed annually.

Work Schedules

Work schedules at SCA are based on department functions and individual job responsibilities.  Work schedules may vary from department to department and staff member to staff member.  All schedules are subject to change and require a manager’s approval.

Full-time staff are expected to work an average of forty (40) hours per week. 

Flextime

We recognize that we can accomplish our organizational goals and support staff member’s family and personal responsibilities by making it possible for you to work a schedule that does not conform to our regular hours of operation.  We encourage you to use flextime when it can accommodate both personal and organization needs.  Flextime requirements are as follows:

· Work must be suitable to flextime scheduling. 

· The flextime schedule will not inconvenience coworkers. 

· You have your manager’s approval.

Telecommuting

SCA considers telecommuting to be a viable alternative work arrangement in cases where individual, job, and management characteristics are best suited to such an arrangement.  Telecommuting allows staff members to work at home, on the road, or in a satellite location for all or part of their regular workweek.  Telecommuting is a voluntary work alternative that may be appropriate for some staff members and positions.  It is not an entitlement; it is not a company-wide benefit; and it in no way changes the terms and conditions of employment with SCA.  Staff members who request telecommuting arrangements must have been employed with SCA for a minimum of three months of continuous employment and be in good standing.  Please refer to the complete Telecommuting Policy or contact Human Resources for additional information.

Meal and Rest Periods

We maintain an informal atmosphere and do not have a formal system for scheduling breaks during the workday.  All staff are encouraged to pause during the workday to rest and give the eyes, hands, mouth, and ears a break.

Nonexempt staff are required to take a fifteen (15)-minute break during each four (4)-hour block of work.  Nonexempt staff must also take a half-hour unpaid lunch break and have the option of taking an additional unpaid half-hour.

We ask that all staff coordinate lunch and rest breaks with coworkers to ensure adequate coverage for all functions.

If you are Nonexempt, you may not skip your breaks or meal period, nor can you combine breaks with lunch.  It’s the law!

Timekeeping Requirements

All staff members must complete a time sheet for each pay period.  Both Nonexempt and Exempt staff record actual hours worked and leave taken.  Any falsification of a time sheet will result in disciplinary action, up to and including discharge.

Overtime Pay

Nonexempt staff members are paid at the rate of one and one-half (1.5) times their regular rate of pay for hours worked in excess of forty (40) in a workweek.  Nonexempt staff working in California are paid at the rate of one and one-half (1.5) times their regular rate of pay for hours worked in excess of eight (8) in one day.

Overtime is not at the staff member’s discretion; it requires advance manager approval.  PTO and holiday time do not constitute hours worked for the purposes of computing overtime.

Compensatory Time

Ordinarily, Exempt staff members are not compensated for working more than forty (40) hours in a week.  In unusual circumstances, when an Exempt staff member is required to work a substantial number of extra hours, the manager may grant compensatory paid time off.  However, compensatory time is not an hour for hour match for the additional hours worked.  Such time must be taken within thirty (30) days of the extra time worked and is not cumulative.  You may not use compensatory time instead of other types of leave.

Regular or temporary Exempt staff members in a crew leader role for 10-12 month residential programs are entitled to eight hours of compensatory time for every five consecutive days worked in a spike camp.  Up to three days of compensatory time may be accumulated.  Any additional compensatory time accrued must be forfeited.

Specific SCA staff members who serve as duty officers (please see SCA’s field operation standards for specific definitions and requirements for duty officers) and staff the 24-hour contact line are entitled to 40 hours of compensatory time per fiscal year.  Duty officers are required to track this time on their timesheets. 

Wage Garnishments

From time to time, we may be required to withhold monies from a staff member’s pay.  If SCA received a court-authorized garnishment or levy, the staff member affected will be notified immediately.

Payroll Deductions

Attached to your paycheck is a stub showing the number of hours you worked during the pay period, the amount of your total earnings, specific contributions to benefit plans, the amount of specific deductions as required by law or authorized by you and the amount of PTO and other types of leave that you have available.  We suggest that you review your pay stub carefully each pay period and that you retain it for your records.  If you have any questions about your deductions, please contact the human resources staff.

Salary Philosophy

At SCA, we make every effort to compensate staff fairly and equitably and to recognize the contributions made by existing staff as its highest priority in budgeting expenses.  The primary objection of our compensation program is to encourage and reinforce the attraction and retention of talented and dedicated staff.

Compensation ranges are reviewed annually and are designed to reflect competitiveness and equity based on internal and external factors.  If you have questions or concerns about your salary level, you are encouraged to speak frankly with your manager or meet with a member of our human resources staff.

Salary Reviews

All staff receive a compensation review as part of their annual performance evaluation process, which takes place at the end of the fiscal year.  To be eligible for an increase, staff members must have been employed for at least six (6) months.

SCA grants salary increases on the basis of job performance, and increases are never guaranteed.  We consider the following factors when determining a performance-based salary increase:

· Budget available for increase.  Guidelines for salary increases are issued annually to reflect current budget capabilities. 

· Staff member’s overall job performance over the previous twelve months. 

· Performance of staff member’s entire department or work group in meeting annual objectives. 

· Staff member’s salary in relation to comparable salaries in like positions inside the organization.

In addition, you may receive a salary increase if you are promoted or given substantially new responsibilities or if it is determined that your salary level is not equitable in comparison with that of others in like positions with similar levels of seniority. 

