315: Summer Work Policy
  
1. Purpose:

The purpose of this policy and the associated procedure is to establish a clear understanding of the expectations for full time employees on a year-round employment agreement during summer working hours.

2.Procedures:
2.1 Definitions

2.1.1 “In-office” is defined as tasks and responsibilities that are performed on site at St George Academy.
 
2.1.2 “Hybrid Remote Work” is defined as a flexible working model where employees work partly on site at St George Academy, and part remotely, at home or from another workspace.

2.1.3 “Full-Remote Work” is defined as the practice of an employee working at their home, or in some other workspace that is not on site at St George Academy.

2.2 Summer Work Plan

2.2.1 Designated summer office hours are three days a week from 10:00 am until 2:00pm. The administrative team will determine and notify employees what three days St George Academy will be open annually, no later than the first Friday of each May.

2.2.2 The office will be officially closed the week after graduation, which generally falls over Memorial Day, and the week of July 4th.
 
2.2.3 Each employee should submit a summer work plan request form annually to the administrative team no later than the second Friday of each May. Summer work plans may consist of In-Office, Hybrid Remote Work, and Remote Work options. Duties and responsibilities listed in the employee’s employment agreement must be met through the submitted work plan. If no work plan is submitted, it will be assumed the employee will work In-office.

2.2.4 In the event that the administrative team determines an employee is unable to perform their expected duties as stated by the submitted work plan, the employee will be asked to return to In-office work for the remainder of the summer and will be ineligible for hybrid or remote work the following year.

3. Grievance
Any employee who does not agree with the rejection of their submitted summer work plan may follow the grievance procedures listed in policy 312: Employee Grievance.
