OVERTIME AND OTHER ENHANCED PAYMENTS

Introduction:

This guidance sets out the payment arrangements for staff that are contracted to work overtime, or to work at the weekend and / or at night as specified in their contract of employment.  The guidance also covers overtime working of an occasional nature that is not contractual, which may from time to time be necessary and approved by managers to complete a particular task.
Application:

This policy does not apply to schools where, by law, such matters are under the control of the Governing Body, or to casual, relief or agency workers, or staff in posts graded MM1 or above. 

HAY Graded Staff

The payment of overtime no longer applies to HAY graded staff, unless it is agreed in advance by the Director of the department.  Overtime payments to HAY graded staff are subject to audit therefore managers who authorise such payments must be able to justify them.
Overtime:

Definition – working in excess of 36 hours per week, as authorised by management on either a contractual basis or on a non-contractual basis and receiving the appropriate payment for overtime hours worked.  Part-time staff are not entitled to overtime until such time that they work in excess of a standard 36 hour working week.
Contractual Overtime - Where staff are required, due to the nature and responsibilities of their jobs, to work overtime on a regular basis and the requirement is specified in their contract of employment. 
Non-contractual Overtime - Where the need arises for staff to work over 36 hours in a week to perform a particular task and there is not a more cost-effective means or option of compensating staff for the extra hours worked (see below).   
Where possible, overtime should not be used for coping with day to day workloads.
Non-contractual overtime payments should not be made to employees for standby or call-out duty. Nor should they be made to employees who as part of their normal duties are rostered to work outside normal working hours.
Staff in receipt of a salary enhancement for attendance at evening meetings must not, in addition, claim overtime.
Non-contractual overtime working must not be agreed in the case of employees who have only been able to work part of their working week because of ill health and sickness absence.  
This also applies to employees who have been absent for other reasons, such as flexi or annual leave.  However, in the case of front line services, overtime may be agreed by the manager where staff have been absent due to annual leave.
Alternatives to Overtime Payments - In general, the Council takes the view that sustained periods of overtime are neither desirable for the welfare of employees nor cost effective for the Council.  Therefore, overtime should only be offered to staff where a manager has considered all available options and has determined that there is no suitable practical alternative.  Examples of other options are: 

· employees who work flexible hours recording the hours they have worked on their flexi sheets and, in accordance with the Flexible Working Hours Scheme, taking any additional hours (half or whole days worked) as flexi leave on dates agreed with management.  Overtime should not be approved for an employee who has a flexi deficit.  Where overtime is paid then these hours cannot be added to flexi time totals
· employees taking (TOIL) time off in lieu of additional hours they have worked (e.g. an employee who works an additional 3 hours would get 3 hours TOIL at a date and time agreed with their manager) 

· engaging other staff to undertake the task at plain time (not overtime) rates.
When determining working arrangements managers must ensure that they are compliant with the Working Time Regulations (Enfield Eye refers) concerning the limitations on the hours that an employee may work including the necessary rest breaks. 
Overtime Rates - Staff who have their manager’s authority to work overtime are entitled to overtime payments, as follows:

Staff whose posts are graded Scale 6 or below:
Monday to Saturday - 1¼ x full hourly rate, based on the top scale point for the grade.
Sunday - 1½ x full hourly rate, based on the top scale point for the grade.
Bank Holidays - 2 x full hourly rate, based on the top scale point of the grade.
Night Work – (8pm to 6am) the rates for working overtime at night are as stated above.  For example, if overtime is worked on a Sunday night the Sunday overtime rate would apply.
Staff whose posts are graded SO1 – PO2 

Where working overtime has been approved a fixed hourly rate would be payable as per the current National Joint Council for Local Government Salary Scales.  This fixed rate is payable for all overtime hours, including weekends and bank holidays.
Payment Arrangements – Overtime of less than ½ hour on any day does not count.  Hours are totalled over the calendar month and only complete ½ hours are paid, i.e. ¼ hours are rounded down.  Managers and staff must complete the Overtime Claim Form which is available on Enfield Eye.   The form must reach Payroll Services by the 10th of the month (or the last working day prior to the10th) otherwise payment will not be made until the following month.   Payroll Services will advise managers of the payroll deadlines for the Christmas and New Year period.
Other Enhanced Payments:

All Staff who work weekends and / or bank holidays as part of the contractual working week (not as overtime):

Saturdays – full hourly rate – no enhancement
Sundays - 1½ x the full hourly rate.
Bank Holidays - Managers have the discretion to offer either:

· 2 x hourly rate (double time) plus time off in lieu, or
· 3 x hourly rate - no time off in lieu 
The same enhancement is payable to part-time staff who work additional hours on a Saturday, Sunday or Bank Holiday.  This is in addition to any enhancement for night work, shift pay or irregular hours.
It should be noted that special arrangements apply where Christmas Day, Boxing Day or New Year’s Day fall on a weekend.  For example, where Christmas days falls on a Saturday: 

· Employees required to work either on Saturday 25 December or Tuesday 28 December (but not both) should receive public holiday payments for the day on which they work.

· Employees required to work on both Saturday 25 December and Tuesday 28 December should receive Saturday rates of pay for Saturday 25 December and public holiday pay for Tuesday 28 December.

Night Work - Staff who work at night are entitled to receive: 
· For all hours worked between 8.00pm and 6.00am  - 1⅓ of full hourly rate 
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