OVERTIME POLICY FOR
"[INSERT COMPANY NAME]"
1. INTRODUCTION

"[Insert Company Name]" has introduced the Overtime Policy to ensure
consistent and correct compensation for necessary overtime work.
2. PURPOSE OF THE POLICY

To provide a clear guide on compensation for overtime worked, and minimize
incidents of overtime abuse, loss of productivity and other related matters.
3. SCOPE AND CLASSIFICATIONS

This policy applies to all our current eligible employees. In our company
overtime policy, “standard working hours” refer to standard employee
scheduled working time outlined by the Basic Conditions of Employment Act
and the employee’s Employment Agreement. “Overtime” that qualifies for
compensation refers to any amount of time worked in addition to those hours.
3.1. Entitlement to Overtime

The following standards apply with regard to the policy:


The company classifies employees as exempt or non-exempt according to
overtime pay legislation.



Non-exempt employees (employees earning less than "[Insert Amount]"
per month) who work more than the standard working hours will be
entitled to overtime pay.



Exempt employees (employee earning more than "[Insert Amount]" per
month) shall not be entitled to remuneration for overtime work.
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Overtime work will be reviewed on a case to case basis with the
necessary written consent by his /her direct superior for a discretionary
leave day/s granted.
3.2. Overtime Limits

In accordance with the Basic Conditions of Employment Act, workers may not
work:


Overtime, unless by instruction from his/her direct manager



More than 10 hours overtime a week



More than 12 hours on any day

3.3. Excessive Overtime

Overtime may be necessary to handle emergencies, heavy workloads or
other issues; but frequent and excessive overtime is prohibited. As a
responsible organisation, we want to avoid productivity and morale loss or
work-related accidents due to fatigue. The following actions are therefore
taken by the company will:


Record overtime hours accurately and consistently.



Advise employees to work overtime only when they have to finish urgent
work, and as directed (on instruction) by their immediate line manager.



Have all necessary provisions to allow employees to complete their
work during standard working hours.



Take measures to gradually reduce overtime when managers observe a
decline in work quality or other issues due to excessive working hours.

3.4. Abuse of Overtime
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"[Insert Company Name]" want to avoid any incidents of abuse of the
overtime system by employees. We are therefore implementing measures to
minimise:


Employees to only work overtime when required and instructed by direct
line managers based on an unavoidable circumstance.



Employees to avoid working unnecessary overtime with the intention to
maximise their income, as this may result a loss of productivity in standard
working hours.

4. PROCEDURE:



Employees may only work overtime if his/her direct line manager has
issued an instruction to do so.



The instruction will also outline the requirement with respect to hours
work required.



Direct line managers must make the subordinate aware of his/her status
with respect to being exempt or non-exempt for overtime compensation.



An instruction to work overtime will be issued within a reasonable period
prior to expecting overtime work to be carried out.



Overtime will not be paid unless the overtime register for the employee has
been signed off by his/her direct line manager.



It is the responsibility of the employee working overtime to ensure that the
register is signed by his/her direct line manager.

5. REVIEW OF THIS POLICY

This policy will be reviewed from time to time by the
"[Insert Relevant Department / Person]"
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