	Request for Payment of Overtime, Unsocial Hours, Committee Allowance and Stand By Guidance Notes


	Request for Payment of Overtime, Unsocial Hours, Committee Allowance and Stand By
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	Name:
	     
	
	Service / Department:
	     
	

	Employee No:
	     
	
	Date Overtime Claimed To:
	     
	


	
	Overtime Mon - Sat
	Overtime Sunday
	General & Public Holiday 
	

	Date
	Overtime Hours Worked
	No. of Hours Worked
	Overtime Hours Worked
	No. of Hours Worked
	Overtime Hours Worked 
	No. of Hours Worked
	Stand By

(£)
	Rostered Saturday/ Sunday

(hrs)
	Reason for Overtime/Committee Attended
	Committee Attendance

(£)

	
	From
	To
	
	From
	To
	
	From
	To
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	Total
	     
	
	Total
	     
	
	Totals
	     
	     
	     
	
	Total
	     
	


	Signed:
	
	
	Authorised:
	
	
	Date:
	

	
	(Officer)
	
	Manager/Team Leader Name:
	
	




	(1)
	This document should be completed up to the Sunday of the week In which the 15th of the relevant month falls.

	(2)
	Payment of overtime to Officers on SCP 27 and below
	

	
	
	Monday to Saturday
	Time and a half
	

	
	
	Sunday
	Double time
	

	
	
	General or Public Holidays
	Within normal working hours payment at the flat rate will be made for the hours worked in addition to the normal pay for that day and time off in lieu will be given as follows: -

	
	
	When the time worked is less than 4 hours:
	Half day off.

	
	
	When the time worked is 4 hours or more:
	Full day off.

	(3)
	Pre - Planned Overtime – Officers SCP 28 and above
	

	
	
	Payment for pre-planned overtime will be made at the rates appropriate to the maximum point of SCP 27.

	(4)
	Committee Attendance

	
	
	Officers attending meetings held in the evening will receive the current committee attendance payment, irrespective of the time involved.

	(5)
	Payment for unsocial hours

	
	
	Employees who are required to work on Saturday and/or Sunday as part of their normal working week are entitled to an enhancement.

	
	
	Saturday
	Time and a half

	
	
	Sunday
	Time and a half - basic pay above point 11.
Double time - basic pay at or below point 11.

	N.B. Please note that this form can be completed electronically but still must be printed and signed before forwarding to Payroll.


THIS FORM MUST BE SENT TO PAYROLL BY 25TH OF THE MONTH TO BE PROCESSED IN TIME FOR THE PROCEEDING MONTHS PAY RUN





Please see notes below concerning overtime and the completion of this form









