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About the Document 

name PC-HR-1860-M. Averaging Agreement 

owner HR   

access & use  Restricted to HR 

what it is 

Where the Company is legally required to pay overtime rates for extra hours 
worked by employees per day or per week, this contractual agreement allows 
the Company to bypass overtime rates by averaging an employee’s hours of 
work over a period of 1, 2, 3, or 4 weeks, depending on the Province of 
employment. 

Used in the following scenarios: 

 When extending an offer of employment to a prospective job candidate. 
Ensure the signed document is returned to you before the incumbent’s 
first day of work.   

 When making changes to the terms and conditions of employment of an 
existing employee. 

who uses it HR completes/modifies the Agreement and creates a copy for the incumbent. 

used with 
May be used with or included in: 
 PC-HR-1570-M. Employment Contract Agreement   

Why This Process is Important 
Where applicable, an averaging agreement decreases overtime costs by having an employee sign off 
that they’ve acknowledged that they have read, understand, and agree to give up paid or banked 
overtime by averaging their hours during a period where overtime is not calculated on hours that 
normally would be subject to overtime rules.  

Working with the Document 
 Gray shaded form fields are input placeholders. To replace the text in these form fields, click 

ONCE on the field and type your new content. PR
EV

IEW
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 Table cells will expand to accommodate any length of text.  

 If required, you can copy and paste to add additional rows to the tables. Place the cursor in a 
row, right-click, and select Insert > Insert Rows Below.  Or, to copy and paste a row, select the 
entire row and press Ctrl + C, then place cursor in the first cell of the destination row and press 
Ctrl + V. 

Instructions for Use 
1. Save a copy of the Agreement to the appropriate HR directory, include the employee’s name in 

the file name.  For example – PC-HR-1860-M. Averaging Agreement-Amanda-Olsen. 

2. For each new Agreement created: 

• Replace the placeholder form fields as appropriate for the employee.  

• Edit the template agreement as appropriate for the employee.  

3. Print 2 copies, obtain appropriate signatures on both, and present to the incumbent.  

4. For new employees, ensure the incumbent returns 1 signed, witnessed copy of the Agreement 
before their first day of work.   

5. File the signed Agreement in the employee’s file, with their completed PC-HR-1570-M. 
Employment Contract Agreement. You may also scan the signed final agreement and file it in the 
employee’s electronic folder. 

 

 

This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 
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