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GUIDELINES FOR SUPERVISORS - OVERTIME & TIME IN LIEU
FULL TIME EMPLOYEES – STANDARD ENGAGEMENT


These Guidelines have been developed to assist supervisors and employees understand and apply the overtime and Time in Lieu (TIL) provisions for full-time employees contained in the Greater Dandenong City Council Enterprise Bargaining Agreement (EBA) 2015 (EA)[footnoteRef:1]  and contracts of employment.   [1:  The EA may be replaced over time, and therefore these Guidelines may require updating.] 


The Guidelines are for information purposes only and do not replace, amend or alter the arrangements under the EA or contracts of employment. All enquiries or matters for resolution in relation to TIL and overtime will be determined in accordance with the relevant clauses of the EA and contracts of employment.

The Procedures and Summary apply to full-time employees on ‘standard engagement’ under the EA. They do not apply to Maternal and Child Health Nurses, Hall keepers, Cleansing, Library Services, Community Care Workers, and Community Services employees employed in 24/7 direct service delivery in PAG and Community Transport Services.

Procedures for Supervisors: 

1.	Where possible or practical, all additional or overtime hours must be approved in advance of those hours being worked.
2.	At the time of approval, ascertain how the work will be compensated, i.e. by time for time TIL, by time and a half TIL, or by the payment of overtime.  Agree this in writing.
3.	Before approving any additional hours or overtime hours to be compensated by TIL, ensure that:
a)	The employee’s accrued TIL (excluding rostered days off [RDOs]) will not exceed 38 hours unless approved by the relevant Director-see Maximum TIL accrual below.
b)	If the work is overtime, that the employee will have at least a 10 hour break before starting work the following day.

Pre-approved or required overtime

1.	Work will be regarded as overtime where an employee is required directly by you, or by the demands of their position (with your approval):
a)	To work hours (including attending a meeting, function or event) over and above their Ordinary Hours to achieve a particular work outcome; or
b)	To work hours (including attending a meeting, function or event) in excess of their Ordinary Hours or outside of the Spread of Hours.
2.	Inform the employee they can choose whether to be paid for the overtime at the appropriate penalty rates, or to take the time as TIL at the rate of time and a half. This decision must be made and agreed in writing before the overtime is worked.
3.	Ensure the employee enters the overtime into U-Connect at the appropriate penalty rates[footnoteRef:2], or as TIL at time and a half, and approve the time worked. If the employee does not have access to U-Connect, the employee should use a Pay Variation form to record the overtime and have this form approved by you. [2:  If the employee is entering paid overtime, they only need to enter the number of hours worked, and the payroll system will calculate the appropriate overtime rates.] 

Elective additional hours 
1.	Elective additional hours can only be worked within the Spread of Hours (Monday to Friday between the hours of 7am and 7pm). An employee may work up to 10 Ordinary Hours on any one day.
2.	Some employees work under an RDO system. The additional hours worked 
(24 minutes each day for employees on a 19 day month, or 51 minutes each day for employees on a 9 day fortnight) are regarded as elective additional hours under the EBA and are taken as RDOs. The employee may then work further elective additional hours, and have that time compensated as TIL at time for time rates.
3.	Other than RDOs, an employee may ask to work up to 10 Ordinary Hours on one or more days so that they can work fewer Ordinary Hours on subsequent days for personal reasons. The additional hours worked on the long day or days will be elective additional hours and compensated as TIL at time for time rates.
4.	Ensure the employee enters the TIL into U-Connect at time for time, and approve the time worked. If the employee does not have access to U-Connect, the employee should use a Pay Variation form to record the TIL and have this form approved by you[footnoteRef:3]. [3:  If the employee is banking overtime TIL, they will need to first manually calculate the time they have worked multiplied by 1.5, and then enter the resulting number of hours as their TIL hours.  They must also enter the actual hours worked in the ‘Notes’ section so that you and the payroll team can check the calculations.] 

Overtime
Where an employee is required to work hours in excess of their Ordinary Hours or outside the Spread of Hours, conditions defined in Part B of the EBA in relation to overtime/TIL shall apply.
These conditions include the following:
For Other than Physical/Community Services employees-clause 34.2 Part B EA:
Monday to Friday- First 3 hours at time and a half and double time thereafter*
Saturday – First 3 hours at time and a half and double time thereafter*
All day Sunday –Double time*
Public Holidays –Double time and a half*
*Minimum payment of 3 hours on Saturdays, Sundays and public holidays. 
For Physical/Community Services employees-clause 34.3 Part B EA:
Monday to Saturday noon inclusive-time and a half for the first 2 hours and double time thereafter*
After noon Saturday – double time*
Public holidays - Double time and a half*
*Minimum payment of 3 hours on Saturdays, Sundays and public holidays. Further conditions apply for call outs-see clause 34.3.4 Part B EBA.
Overtime taken as TIL
By agreement, overtime hours may be compensated by TIL on a time and a half basis.
E.g. 1.5 hours TIL per 1 hour worked-clause 34.2.7 Part B EA
Banking/taking TIL
Employees must enter any additional hours worked that are to be accrued as TIL into U-Connect using the ‘Request Timesheet’ function, selecting the ‘TIL’ option. If any employee does not have access to U-Connect, they must use a Pay Variation form instead.
An employee may take TIL through U-Connect using the ‘Applying for Leave’ function, selecting the ‘TIL’ option. If an employee does not have access to U-Connect, they must use a Leave Application form.
Maximum TIL accrual
A maximum of 38 hours in total can be accrued as TIL-clause 14 Part A EA.
Accrued TIL to be taken as agreed with the Manager/Supervisor.
Alternative arrangements may be put in place subject to operational requirements with the approval granted by the relevant Director e.g. seasonal requirements/workloads.
This clause does not include the taking of RDOs, with alternative arrangements to be put in place subject to operational requirements.
Break between shifts after working overtime
10 hours-clause 34.2.6 and clause 34.3.3 Part B EA
Definitions
Spread of Hours 	7.00am to 7.00pm Monday to Friday (both inclusive)—clause 13.1(a) Part A EBA
Ordinary Hours 	Average 7.6 hours per day or 76 hours per fortnight. At the election of an employee and by mutual agreement with the employee’s supervisor, up to 10 hours per day may be worked as Ordinary Hours within the Spread of Hours as stated above.  Ordinary Hours may also be referred to as ‘normal hours’ in the EBA.
TIL (time for time) 	Where an employee elects to work with agreement from their supervisor in excess of 7.6 hours but no more than 10 Ordinary Hours per day within the above Spread of Hours, the additional hours may be compensated under clause 13.2(b) Part A EBA as follows:
•	By TIL on an hour for hour basis;
•	As a rostered day off, e.g. 9 day fortnight/19 day month; 
•	Other flexible arrangements; or
•	As per Part B of the EBA.
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