Overtime policy
What and who is this policy for?
[bookmark: a664743][bookmark: a953139]This policy applies to employees only, it does not apply to barristers, pupil barristers, contractors or agency workers. It explains how overtime payments may be claimed, if your contract of employment confirms that you are eligible for overtime payments. 
[bookmark: a432232]This policy is not part of your employment contract and we can change it at any time. If you have any questions please talk to our [title of person responsible for handling HR matters].
In this policy:
•	'We'/'us' refers to [name of chambers]
•	'You' means all employees of [name of chambers]
•	'Manager' means the person with day-to-day responsibility for managing you
Claiming overtime
[bookmark: a903771]You can only claim overtime if your contract of employment says that you are eligible to do so.  
Unless otherwise stated in your contract overtime is paid at [your normal hourly rate for weekday overtime and 1.5 times your normal hourly rate for overtime worked on weekends and bank holidays].
Overtime will only be paid if:
[bookmark: a870247]You are required to work for more than [half an hour/an hour] outside your normal work hours on any particular day
Your manager has agreed in advance both the work and/or the length of overtime you are required to do, outside your normal work hours and that you will be paid overtime. [This agreement must be in writing]
You record the date and time that overtime hours are worked and what work you were doing [on the appropriate form] / [on name of HR system] and submit it to [your manager] / [the accounts department] within [one calendar month] of the overtime being completed
[bookmark: a141267][You will not normally be allowed to claim overtime for any time spent travelling in connection with your work duties [unless your manager has specifically agreed this additional payment].
Claims for authorised overtime submitted in accordance with this policy will be paid directly into your bank or building society account via payroll. Subject to reasonable processing time, authorised and verified overtime payments will be paid on the next payroll date after submission of the overtime record and in any event on the following payroll date.
[Overtime and holiday pay]
If you regularly work overtime, your holiday pay will include overtime payments in the calculation of your holiday pay, usually averaged over a 52-week period (or if less, the number of weeks you have been employed).
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