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	Employee Name:

	Employee Number:

	Month Ending:
	Section / Unit:
	Manager:


O/T (1) - Hours including those worked on a Bank Holiday (if Bank Holiday falls on a day you would normally work).

O/T (2) - Hours worked on a day on which a  Bank Holiday falls, which you would not normally work.
MG  AND DIRECTOR  GRADES ARE NOT ENTITLED TO CLAIM OVERTIME

Week Ending…………………………….….

	
	Non Contractual Overtime/Additional Payments
	Contractual Additional Payments

	Day
	O/T Hours  (1)
	O/T Hours (2)
	Night  Work    (8pm–6am) 
	Sleep in
	Stand-by
	Cost Centre
	BH
	Night Work      (8pm–6am)
	Sleep In
	Stand-by

	Mon
	
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	
	

	Thu
	
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	


Week Ending…………………..…….

	
	Non Contractual Overtime/Additional Payments
	Contractual Additional Payments

	Day
	O/T Hours  (1)
	O/T Hours (2)
	Night  Work    (8pm–6am) 
	Sleep in
	Stand-by
	Cost Centre
	BH
	Night  Work    (8pm–6am)
	Sleep In
	Stand-by

	Mon
	
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	
	

	Thu
	
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	


Week Ending…………………………….….

	
	Non Contractual Overtime/Additional Payments
	Contractual Additional Payments

	Day
	O/T Hours  (1)
	O/T Hours (2)
	Night  Work    (8pm–6am) 
	Sleep in
	Stand-by
	Cost Centre
	BH
	Night  Work     (8pm–6am)
	Sleep In
	Stand-by

	Mon
	
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	
	

	Thu
	
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	


Week Ending…………………………….….

	
	Non Contractual Overtime/Additional Payments
	Contractual Additional Payments

	Day
	O/T Hours  (1)
	O/T Hours (2)
	Night  Work    (8pm–6am) 
	Sleep in
	Stand-by
	Cost Centre
	BH
	Night  Work     (8pm–6am)
	Sleep In
	Stand-by

	Mon
	
	
	
	
	
	
	
	
	
	

	Tue
	
	
	
	
	
	
	
	
	
	

	Wed
	
	
	
	
	
	
	
	
	
	

	Thu
	
	
	
	
	
	
	
	
	
	

	Fri
	
	
	
	
	
	
	
	
	
	

	Sat
	
	
	
	
	
	
	
	
	
	

	Sun
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	


	Certified that the above details constitute a correct record of hours worked.

Signed ………………………………………(Employee)

Date…………………………………………….…………
	Certified that the above details were authorised and have not been previously claimed.

Signed ………………………………(Cost Centre Manager)

Date……………………………………………….……..…….


Hours worked should be entered in decimal format e.g. 2 hours 15 minutes = 2.25 hours.

Claims made or paid incorrectly as contractual, will not change the non-contractual status of the work. 

NON CONTRACTUAL OVERTIME/ADDITIONAL PAYMENTS

Use the left side of the form to claim payment for ad hoc additional hours, standby or Sleep ins, where there is no contractual requirement for you to carry out these duties.

Overtime - O/T Hours (1)
Enter the number of overtime hours worked alongside the relevant day. If any non-contractual overtime/additional hours are worked on a Bank Holiday which falls on a day which you would normally work, the SAP system will automatically pick this up and pay plain time in addition to the pay you already receive for this day i.e. 2x hourly rate in total. 

Overtime - O/T Hours (2)
Use this column only to enter the number of overtime hours worked if on a Bank Holiday which falls on a day you would not normally work eg if you do not normally work Mondays but then work additional hours/overtime on a Monday which is a Bank Holiday. 

If some of the additional hours entered in O/T Hours (1) or O/T Hours (2 ) were worked between 8.00pm and 6.00am, you must  also enter the number of hours worked between 8.00pm and 6.00am in the “Night Work” column in order to receive the night work enhancement for these hours.
Night Work  (8pm - 6am)

If some of the additional hours entered above were worked between 8.00pm and 6.00am, you should also enter the number of hours worked between 8.00pm and 6.00am in the “Night Work” column in order to receive the night work enhancement for these hours.  

Sleep ins
Non-contractual sleep ins should be claimed by placing a tick against the appropriate day.

Standby
Non-contractual overnight standby should be claimed by entering the following in the box for the day on which the standby commenced: O/N = Overnight;  24  = 24 hour standby (if this cover is split, indicate ½ of 24)

Cost Centre
To be entered by cost centre manager if work not to be charged to the employee’s home cost centre – form must then be authorised and signed by cost centre manager. 
CONTRACTUAL ADDITIONAL PAYMENTS 

Use the right side of the form to claim payment for contractual standbys, sleep ins and enhancements for night work and Bank Holidays, where these are part of your normal working week as stated in your contract of employment.

Bank Holidays
Enter any contractual overtime hours worked on a Bank Holiday to ensure you are paid plain time in addition to the pay you already receive for this day. If you are receiving a monthly payment for contractual bank holiday you do not need to claim.

Night Work  (8pm - 6am)

Only to be used where you work night hours as part of your normal duty and you have been asked to claim the night work enhancement.  If you are receiving a monthly payment for contractual nights you do not need to claim.

Sleep ins
Contractual sleep ins should be claimed by placing a tick against the appropriate day.

Standby
Contractual overnight standby should be claimed by entering the following in the box for the day on  which the standby commenced: 
O/N
:
Overnight

24
:
24 hour standby (if this cover is split, indicate ½ of 24)
Payroll Deadlines - Fully authorised claims must be sent to Shared Services (Payroll) by the 7th day of the month following that to which your claim relates.
Please read notes overleaf 


before completing the form
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