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Application

This procedure applies to professional staff employed in accordance with:

1. The University of South Australia (Academic and Professional Staff) Collective Agreement 2006.
2. Professional staff employed pursuant to an Australian Workplace Agreement (AWA).

Overview
This procedure reflects the preferred practice of the University and provides a guide to the application and the managing of overtime and time off in lieu for professional staff. 
PROCEDURE

1.
Overtime
a)
Ordinary Hours of Work
The ordinary hours of work for full time professional staff members are 36.75 hours per week to be worked within a span of 7.00am to 7.00pm Monday to Friday, excluding those staff working shift work in accordance with this procedure.

b)
Shift work – Library
i) This sub clause only applies to staff members in areas of the Library that, work their ordinary hours on a shift that finishes outside of the span of hours as defined in sub clause (a).

ii) In addition to the ordinary rate of pay, the following loadings are paid for all time worked on shifts:

1) Finishing outside of the span of hours Monday to Friday – 15%.

2) On Saturday – 50%.

3) On Sunday – 100%.

4) On a Public Holiday – 150%.

iii) Where there is an organisational need for shift work in other areas of the University, the introduction of shift work and associated conditions may only occur through negotiation and agreement of the parties to this Agreement.  In such circumstances the shift loadings in sub clause (d) shall apply.

c)
General Conditions
i) Overtime shall only be worked if approved by the supervisor.

ii) In relation to full-time staff members, overtime occurs when a staff member is required to work:

1) In excess of 7.5 hours per day or 37.5 hours per week; or

2) Outside of the span of hours as defined in sub clause (a) excluding those staff working shift work in accordance with sub clause (b).
iii) Overtime shall not extend to any staff member:

1) Paid an allowance in lieu of overtime;

2) Holding a position declared by the Vice-Chancellor (or nominee) not to be subject to these provisions;

3) Whose salary (or salary and allowances in the nature of salary) exceeds the maximum salary of the HEO7 classification as applying from time to time;

4) If the additional hours worked are in accordance with a flexi-time scheme agreed between the supervisor and the staff member.

d)
Overtime Rates
i) Staff members who qualify for overtime shall be paid on the following basis for overtime worked:

1) On Monday to Friday inclusive – at the rate of time and a half for the first three (3) hours and double time thereafter.

2) On a Saturday at a rate of time and a half for the first three (3) hours and double time thereafter except that all time worked after noon shall be at the rate of double time with a minimum payment as for three (3) hours work.  See example below:
Staff member commences overtime on Saturday morning at 11:00 a.m. and completes duties at 12:00 noon.  Overtime payment shall be one (1) hour at the rate of time and a half and two (2) hours at the rate of double time – a minimum payment as for three (3) hours work. 

3) On a Sunday – at the rate of double time for all time worked with a minimum payment as for three (3) hours work at such rate.

4) On a public holiday at the rate of double time and a half for all time worked with a minimum payment as for four (4) hours work at such rate.

ii) A staff member who works for more than two (2) hours after normal finishing time on weekdays shall be allowed an unpaid break of at least 30 minutes.  For the purposes of this sub clause, the normal finishing time shall be recorded as the time a staff member with the agreement of his/her supervisor normally finishes work for the day.  

iii) The hourly rate for overtime payment shall be ascertained by using the following formula:

Fortnightly salary/ordinary hours of duty per fortnight x 3/2, provided that: 

1) for double time the multiplier shall be 2/1 instead of 3/2.

2) for double time and a half the multiplier shall be 5/2 instead of 3/2. 

e)
Time Off In Lieu Of Overtime (other than Public Holidays)
i) Staff members may request and with the agreement of their supervisor, take time off equal to the hours of overtime worked (i.e. time for time) in lieu of receiving overtime payment.  

ii) In these circumstances the time off should be taken as soon as practicable after the overtime is worked at a time agreed between the supervisor and staff member.  

iii) Where agreement is reached for time off in lieu of overtime and the staff member does not take the time off in lieu, then the supervisor may direct the staff member to take the time off. 

iv) Supervisors may permit time off in lieu to accumulate up to five (5) working days provided it is taken prior to the end of the financial year in which the overtime is worked.  

v) Time off in lieu not taken by staff members at the end of the financial year will be paid at overtime rates to be calculated according to the time which it was worked.  See example below:-

Staff member works one (1) hour of overtime each day for a period of five (5) days Monday to Friday for a total of five (5) hours overtime – the overtime will all be paid at time and a half as it is less than three (3) hours on each day.

f)
Rest Period After Overtime 

i) When overtime is necessary it shall, whenever reasonably practicable, be so arranged that staff members have at least eight (8) consecutive hours off duty between the work of successive days.

ii) A staff member who works so much overtime between the termination of his/her ordinary work on one day and the commencement of his/her ordinary work on the next day that he/she has not at least eight (8) consecutive hours off duty between those times shall, subject to this clause, be released after completion of such overtime until he/she has had eight (8) consecutive hours off duty without loss of pay for ordinary working time occurring during such absence.

iii) If, on the instructions of his/her supervisor, a staff member resumes or continues work without having had such eight (8) consecutive hours off duty he/she shall be paid at double time until he/she is released from duty for such period and he/she shall then be entitled to be absent until he/she has had eight (8) consecutive hours off duty without loss of pay for ordinary working time occurring during such absence.

g)
Part-time Staff Members
i) These provisions shall apply to part-time staff members. However the requirement to work overtime must be made with the agreement of the part-time staff member.

ii) Overtime shall only be payable where the hours are worked outside of the established or agreed ordinary hours of the part-time staff member for the day concerned.  Part-time staff members shall be paid at the appropriate overtime rates in accordance with sub clause (d).

h)
Recall to Duty
i) Except as provided in this sub-clause, a staff member, including those whose salary (as salary and allowances in the nature of salary), exceeds the maximum salary of the HEO7 classification as applying from time to time, recalled to work overtime after leaving the place of employment will be paid for a minimum of three (3) hours work even if the work is completed within a shorter period.

ii) A staff member recalled to work within three (3) hours of starting work on a previous recall is not entitled to any additional payment for the time worked within the period of three (3) hours and from the time of commencement of the previous recall.

iii) These recall provisions do not apply where it is customary for a staff member to return to work to perform specific work outside ordinary working hours, or where the overtime is continuous with the completion or commencement of ordinary working hours.

iv) Payment for these recall provisions is to be in accordance with the overtime rates specified in sub clause (d).

2.
Public Holidays
a) Staff members shall be granted on full pay, public holidays and days gazetted as such by the State Government of South Australia and days that are proclaimed by the State Government of South Australia.

b) A staff member who agrees to work on a public holiday will be paid at the rate of double time and a half of the ordinary rate of pay with a minimum payment of four (4) hours. 

c) The supervisor and staff member may agree to have time off in lieu of paid overtime for time worked on a public holiday.  The staff member will receive a minimum of four (4) hours time off in lieu for each public holiday, on which work is performed, regardless of hours worked.

d) This clause does not apply to public holidays falling on a Saturday or Sunday. 

RESPONSIBILITIES AND/OR AUTHORITIES

Cost centre manager

The Cost centre manager is responsible for:
· Authorising overtime to be worked prior to commencement of the overtime
· Facilitating the overtime and TOIL process in accordance with this procedure. 
Staff Member 

All staff are expected to manage their arrangements for overtime and TOIL in consultation with their manager/supervisor and in accordance with this procedure.
The Human Resources Unit
The Human Resources Unit is responsible for the development and continuous improvement of these procedures.

Cross references

· Flexitime guidelines for Professional Staff 

· Approval for payment of overtime form(HRIS 21B)
Further assistance

Management and staff may seek further advice from:
· Their immediate supervisor 

· The designated HR officer/coordinator for their area 

· The Human Resources Unit 

· The Human Resources Web Site
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