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                      GUIDELINES IN MANAGING SUPPORT STAFF LEAVE
LEAVE IN LIEU OF OVERTIME

Objective

This guideline is to support managers in the management of leave in lieu of overtime. 
Guideline comments

· Ensuring that overtime is necessary

While overtime may be planned in some instances e.g. during peak times or required when a new project is expectedly allocated, it should generally be seen as a last resort to meet additional operational requirements. Scheduling over-time requires consideration of balancing the cost of overtime (the impact on the staff member and the labour rates) against the importance of performing this duty. Normal overtime is calculated at 1.5 the hourly rate and overtime on a Sunday or public holiday is double the hourly rate. Where overtime work is required over an extensive period, employee fatigue and the subsequent effect on their personal life is to be monitored closely. On-going over-time may indicate a staffing problem in terms of capacity. Please consult with your HR Generalist about this matter. 
· Approval of overtime

Staff may not be paid for over-time (whether in cash or kind) without approval of such over-time. It is important that as a manager you communicate this to your staff to manage any expectations in this regard. When agreeing to over-time, be clear on how many hours of over-time is required and what is to be achieved. Staff who regularly put in extra hours in order to go beyond the call of duty in their work and who are exceeding job requirements are meritorious. A merit award can be applied for, for these staff members. Mutual agreement to the over-time must be obtained between employer and employee unless there is a collective agreement as regards the overtime to be worked.

· Cash or leave in lieu of overtime? 
The institutional position on this is that leave in lieu of overtime is granted rather than payment for over-time. The exception is where overtime has taken place during peak times (and cannot be taken at other times) or where the taking of leave in lieu of overtime will create significant operational pressures. The option between cash or leave must be agreed in advance.
· Scheduling leave in lieu of overtime

Please note that the leave in lieu of overtime must be taken within 3 months of having been worked. As a manager, you need to keep track of this and ensure that it takes place. If the taking of leave within the 3 months is not feasible, then payment for over-time will take place. However, this affects the staffing budget and therefore should only be used as a last resort. 
FQA

1. Can staff be forced to work overtime?

· Yes, but only in cases where a crisis of extreme proportions occurs (fire, flood etc.). During normal operations, unplanned projects, severe schedules etc. a member cannot be forced to work overtime, if the hours are outside the hours (maximum week) as stipulated in the BCEA. This means that the staff member can be asked to work up to 45 hours per week but no more.  The notice period for the request to work overtime needs to be reasonable.

       2. 
Do the working conditions remain the same during overtime?
· Yes, all the conditions, regulations etc. remain the same.
2. What happens if my staff cannot take leave in lieu of overtime within the 3-month period? Are they automatically paid out? Do I need to authorise this? Does this have an impact on the department?
· For staff who are unable to take leave within the 3 month period, the overtime will be paid our automatically. Approval is required if there is cash involved as this impact the budget. The over-time payment is taken off vacancies within the institution such that less money may be available to bring in temporary assistance.
