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1. LCS recognizes there are times of year where the workload increases for administrative assistants and principals 

require the completion of tasks which require time beyond the compensated time or duties indicated in the 
contract.  

(a) Administrative contracts are based on 42 weeks of work, but include an extra 37.5 hours (1 week pay) to 
account for additional duties required beyond a typical 7.5 hour work day. Overtime hours take effect when 
those 37.5 additional hours have been used.  

(b) In this event, principals or a designate may authorize overtime hours to be compensated at the regular hourly 
rate to a total of 5 overtime hours in a regular 2-week pay period.  

2. Hours authorized and required for duties performed by administrative assistants which exceed a total of 80 hours 
in a regular 2-week pay period will be compensated at 1.5 times the hourly compensation rate. 

(a) Principals must complete and sign verification of overtime and submit to HR staff.  

(b) Total hours of work inclusive of a 7.5 hour work day and overtime hours must not exceed 12 hours in a day.  

3. The hourly rate is inclusive of vacation pay.   

Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 

$20.62 $23.49 $26.67 $26.67 $26.67 $27.91 

 

4. Overtime may not be claimed for duties included in the contract and expected to be completed during the 
workday, or duties considered voluntary, and remains at the discretion of the principal.  

5. Overtime hours include any hours of work performed on a day not regularly scheduled for work.  

6. Upon agreement with the principal, administrative assistants may also take in lieu days or work reduced hours as 
compensation for hours worked beyond the regular 7.5 hour work day.  

(a) In lieu days must be documented and forwarded to HR staff.  

(b) Reduced work hours in lieu must be documented by the principal.  

 
 
 

 


