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Note: Overtime claims should be submitted on Overtime Claim Form 4/304
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INTRODUCTION
This set of papers includes copies of the various forms,
and their completion instructions, which are needed by
employees in order to claim benefits under the Company's
Unsocial Hours Policy.

The forms and instructions are applicable to eligible
employees who are paid by Letchworth Payroll Department.
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COMPLETION OF OVERTIME CLAIM FORM (FORM A)

1.   Claims should be submitted only for overtime hours worked with the specific agreement of the departmental manager.

2.   Payment for overtime is subject to contractual weekly hours having bean credited either by actual hours worked or in the form of authorised holiday, sick leave paid under the provisions of the Company Sick Pay Scheme or any other form of authorised absence from normal work activity e.g. time off for trade union duties, for Jury Service, for Public Service etc.

3.   Overtime working of less than half an hour will not be authorised for payment.

4.   Payment will be made for each completed 1/10th hour or 6 minutes of authorised overtime worked (subject to 2 above).

5.   Employees should take proper lunch breaks as authorisation for overtime payments for lunchtime working will not be given.

6.   Payment will be made at the premium rates laid down in the Company Unsocial Hours Policy.

7.   Claims should be made on a 4 week basis and submitted to the departmental manager on the last day of each pay period.

8.   Overtime claims must be made within 4 weeks of the end of the pay period in which the overtime is being claimed.  Claims made later than this date will require separate authorisation by the manager to whom the manager holding budgetary authority reports.

9.  Claims must be submitted on the appropriate 'Overtime Claim Form'.  Claims not submitted on the appropriate form will be rejected by Payroll Departments.

10.  To complete the Overtime Claim Form proceed as follows:

Headings
a)  Insert your Personal Number (6 Digits)

b)  Insert your surname (18 characters available)

c)  Insert your initials (2 characters available)

d)  Insert your departmental location code i.e. the location code specified on payslips to which salary etc. is chargeable.  (This should not be confused with
geographic location codes such as LON 11).

e)  Insert the period ending date to which the claim relates in the format DD.MM.YY e.g. 26.09.79.

Daily and Weekly Record
f)  Against each week insert the date of the Wednesday which ends the Company week for which the claim is being made in the format DD.MM. e.g. 26.09.

g)  Against each day of the week insert the actual time worked including normal working hours and travelling time if working away from normal place of work e.g.
08.00 - 20.30 hours

NOTE: When overtime working involves travelling away
from normal place of work overtime hours will
cease at the time of arriving at home or at a
hotel or other overnight accomodation.

h)  Insert the actual number of overtime hours claimed under the appropriate premium rates as defined in the Unsocial Hours Policy.

Note: 1.  Overtime Hours at basic rate will apply only
to part time employees whose contract hours
plus overtime hours to date equal less than
the normal contract hours of the department.
See para. 4.1 e) of the Unsocial Hours Policy.

j)  Insert a brief description of the reason for overtime working.

k)  If the overtime worked is to be charged to a project code which is different from the departmental code under d) above, insert the project reference number.

l)  Identify separately how many of the overtime hours claimed for each day were spent in excess travel.

Period Summary
m)  At the end of each period total the actual number of hours worked at each premium level and the number of hours spent in travel, this gives actual basic overtime
hours worked.  Insert the time off in lieu taken in respect of basic hours and subtract from actual basic overtime hours worked to give actual basic overtime hours payable.

n)  Multiply the actual hours by the premium in order to identify the number of premium hours payable.

E.g.   6 hours @ 0.33 = 2 hours payable
10 hours @ 0.50 = 5 hours payable

p)  Total the number of premium hours payable.

r)  Insert the number, if any, of hours taken off in lieu of overtime worked.  Insert separately time off in lieu taken in respect of premium hours and subtract from the total number of premium hours to give the premium
hours payable.

Note:  If you are a shift worker and take time off in
lieu, the value of the time off is equal to the
number of hours of time off at your standard
shift premium % e.g. 7 1/2 hours time off on a
shift with a 33 1/3% premium = 10 hours at plain
time, 7 1/2 hours uould be deducted from actual
hours and 2 1/2 hours uould be deducted from premium
hours.

11.  When the overtime claim form has been completed, it should be signed.  The employee submitting the claim should retain the yellow copy as his record of the claim made and should pass the other three copies to his/her manager for authorisation.

COMPLETION OF OCCASIONAL SHIFTS/STANDBY/CALL OUT CLAIM FORM (FORM B)

1.  Claims should be submitted only for shift hours worked at the request of the departmental manager or for scheduled standby cover.

2.  For the purposes of completing this form an occasional shift should be understood to be a period of working which involves the employee in a non standard work pattern, some part or all of which falls in the Unsocial Hours Period as defined under the Company Policy.  If such periods of working do not form part of a pre-defined pattern of shift working they should be entered on this form.  If such periods of working are a part of a pre-defined pattern of working then the premium for that work pattern should be calculated and advised to payroll separately by Personnel Departments.

NOTE: A separate form is being prepared, to cater for those situations where an employee makes a prior commitment to work irregular or intermittent shifts, which will be available shortly.

3.  Payments for call-out while on standby and emergency call-out will be made only when the call-out request has been made by a person duly authorised by management to initiate call-out action.

4.  Call-out duration should be calculated from the time of leaving home to the time of return home.

5.  If an employee not on standby is called out he/she may claim 3 hours of overtime payment at the appropriate rate for the first hour of the call-out.  Subsequent hours of call-out will be paid at the appropriate overtime rate.

e.g.  4 hour call-out from 2000-2400 Tuesday entitles employee to claim 3 hours for the first hour plus 3 hours for hours 2-4 at an overtime rate of 1.5.

6.  Payment will be made at the premium rates laid down in the Company Unsocial Hours Policy.
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7.   Claims should be made on a 4 week basis and submitted to the departmental manager on the last day of each pay period.

8.   Claims should be made within 4 weeks of the end of the pay period in which the shift work, standby or call out occurred.  Claims made later than this date will require
separate authorisation by the manager to whom the manager holding budgetary authority reports.

9.   Claims must be submitted on the appropriate "occasional shift/standby/call out Claim Form".  Claims not submitted on the appropriate form will be rejected by Payroll
Departments.

10.   To complete the occasional shift/standby/call out claim form proceed as follows:

Headings
(a)   Insert your personal number (6 digits)

(b)   Insert your surname (18 characters available)

(c)   Insert your initials (2 characters available)

(d)   Insert your departmental location code i.e. The location code specified on payslips to which salary etc is chargeable.  (This should not be confused with geographic location codes such as LON 11).

(e)   Insert the period ending date to which the claim relates in the format DD.MM.YY e.g. 26.09.79.

Daily and Weekly Record
(f)   Against each week insert the date of the Wednesday which ends the Company week for which the claim is being made in the format DD.MM e.g. 26.09.

(g)   Against each day of the week for which a claim is being made insert under the appropriate column the actual hours worked or the actual time on standby
e.g. 0600-1400.

h)  For shift working identify those hours worked which fall into the unsocial hours period.
i.e. 1800-0800 Monday to Friday =  .50 premium

1800 Friday - 0800 Monday  = 1.00 premium

j)  For standby insert the actual number of hours of standby hours under the appropriate premium column
i.e. 0800-1800 Monday to Friday = .444 premium

1800-0800 Monday to Friday = .50  premium

1800 Friday to 0800 Monday = .667 premium

NOTE: Regular shift workers who are on standby should claim all weekday standby hours (0800 Monday to 1800 Friday) at a rate of .50.

k)  For call-out insert the number of hours claimed for call-out against each premium level under the policy. In the case of emergency call-out refer to note 5
above.

1)  Insert any hours taken off in lieu of call-out hours. Time off in lieu is not allowed against standby hours unless the standby is worked on a public holiday, in which case the number of hours on standby to a maximum of one working day may be taken in addition to the standby payments.

Period Summary
m)  At the end  of each period total the number of hours under each column.

n)  For shift workinq multiply the actual shift hours by the premium to identify the number of premium hours payable.

For Standby and Call-out Payments
o)  Multiply the actual standby hours by the appropriate premia to identify the number of premium hours payable and total the columns to identify Total Standby Hours payable.

The total standby hours payable should be read to the second decimal place, reading down when the third figure after the decimal point is four or less and reading up when the figure after the decimal point is five or greater.

p)  For call-out multiply the credited call-out hours by the appropriate premia to identify the number of premium hours.

q)  Calculate the total call-out hours payable by adding the number of hours payable under each premium and level and deducting the number of hours taken off in lieu.

11. When the overtime claim form has been completed, it should be signed.  The employee submitting the claim should retain the yellow copy as his record of the claim made and should
pass the other three copies to his/her manager for authorisation.

Issued by Corporate Employee Relations
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