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OVERTIME PROCEDURE FOR OPERATIONAL
STAFF

1.0 INTRODUCTION

This procedure provides instructions to operational managers and staff to
ensure the fair and equitable distribution of overtime. The Trust reserves the
right to move staff, including staff on overtime, to provide adequate levels of
cover, to locations other than their normal place of work. This will be at the
request of Ambulance Control/Resource Management Centre (RMC) and will
be to target the area where the resource is needed. It is on this basis that the

offer of overtime shall be made and it is on this basis that it is accepted.

2.0 PRINCIPLES

2.1 In the event of a staff member being brought in for overtime and then
subsequently being found to be surplus to requirements, then this staff
member may be moved to another station. It is on this basis that the offer of

overtime shall be made and accepted.

22 Staff will only be permitted to work overtime in another Station / Division when
all overtime on their base Station/Division has been covered. When overtime
is being offered outside their own base Station/Division these duties must be

allocated via the RMC, who will advise of the ranking and availability of staff.

23 |f a member of staff fails to complete the arranged overtime shift due to
sickness, this will be recorded as short notice cancellation of overtime and

payment will be made for the hours worked only.

2.5 Where a pattern of short notice cancellation of overtime becomes evident this

may lead to the withdrawal of the offer of overtime depending on the

circumstances.

3.0 RECORDING MECHANISM

3.1  An overtime system calculated in hours will be used.
ﬁ
OCP/doc/overtime/ v5 CONFIDENTIAL Page 2




MR 02/11/08/0%

3.2 The hours worked for overtime will be the hours recorded, e.g. a 12 hour

overtime shift will be recorded as 12 hours on the master overtime sheet.

This includes overtime worked on a Bank Holiday.

33  The order in which staff will be offered overtime will commence with the
member of staff who has the lowest cumulative total of overtime hours
recorded, at the relevant skill level where practical. Where a member of staff
commences a job role, or transfers to another station, mid-month they shall
carry over the overtime hours worked in their previous grade or station and

shall be ranked for overtime in the new grade or station on this basis.

34  All overtime hours worked will be recorded, including those hours worked in
any area, whilst on training, RRV, educational visits, events, supervisors
attending to administration duties etc. Overtime accrued as a result of a “late

finish/early start” will not be added.

35 Overtime hours will be zeroed at the end of each month. To obtain the correct
ranking order for the 15t of each month the RMC must adhere to the ranking

order from the last day of the previous month.

36 The overtime allocation ranking will be based on a running total within each

month.

37 Inthe interest of openness and transparency a Master Sheet will be produced
which can be accessed by the member of staff's Station Supervisor.

38 Individual members of staff will not be permitted to change or swap overtime

duties under any circumstances.

4.0 ALLOCATION OF OVERTIME

41 Overtime shifts will be covered using the ProMis “Vacancy Filler’ system.

This can be accessed via https://secure.niamb.co.uk/citrixlogonpoint/promis/

42 When a duty of overtime becomes available, it must be allocated in the

following order to provide the following cover:

o Vacancies

_—_—M—_—_—_—_________——————————-—————————_—_—__
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Rostered Leave

Sickness (Long Term — 7 days plus)
Secondments

Extra resources

Training/Course Leave

Special Leave

Casual Leave / Statutory Leave
Sickness (Casual)

OO0 0000 0O

473 Staff will be able to volunteer for shifts up to 1 month in advance
commencing on the 1% of each month.

4.4  Using the Vacancy Filler staff will be able to log on to ProMis Web and identify
the vacant shifts in all stations throughout NIAS. Staff can volunteer for any

vacant shifts that they feel they can give a commitment to cover.

45 Staff are not restricted to volunteering for shifts within their own station but
can apply to any other station, however staff from each station (including relief
staff with a base station) will be given priority to cover a shift in their own

station over a member of staff from another station.

46 In the event that there are no vacant shifts within an individual’'s base station
or the preference stations indicated by them for overtime, the individual can

contact RMC to volunteer for additional shifts that may arise at short notice.

47 The overtime ranking will be calculated as a running total. If two or more
members of staff have the same hourly total then. RMC will refer back to the

last recorded hours for each person.

48  Short notice allocation of overtime i.e. someone reporting sick, will be covered
based on the ranking order already set on that day - it does not include
overtime scheduled subsequent to that day. Any overtime already allocated

for that day or subsequent days will not be adjusted.

49 Staff asked to reallocate to another overtime shift with greater hours will have

the greater hours recorded.

410 Relief staff / new staff on arrival to the station will be given a station average

cumulative overtime figure on their arrival on station.

411 The Station average for overtime is calculated in the following manner: -

/
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5.0

5.1

52

5.3

54

55

5.6

57

5.8
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The total number of overtime hours worked in the previous month

Total number of members of staff eligible to be offered overtime by grade

Each Station/Control Room average total should be clearly marked on the

master overtime sheet showing the date it was generated so that there can be

no ambiguity.

VACANCY FILLER

Staff are to complete the vacancy filler for stations in the first instance. Any
volunteers for an available shift will be ranked, based on their station, grade

and overtime hours.

If there are no volunteers from the home station for a particular shift then the
overtime will be allocated to the next station in the ranking system. These

staff will be ranked based on their grade and overtime hours.

Stations will be ranked in relation to the close proximity of the next station.

See Appendix 1A, 1B, 1C etc

In the event there are no volunteers for a shift based on the preference lists
then the RMC will contact those individuals who have volunteered for

additional shifts as Paragraph 4.6.

The system for allocation of overtime for shifts based on grades of staff is

illustrated in the Appendix.

Should it not be possible to cover a shift from a Division then the RMC will
offer the shift to any volunteer from another Division taking into account the
distance from their station (linked station) with the overtime shift and the

cumulative number of hours worked to date.
The RMC will endeavour to cover planned shifts 1 month in advance.

When staff have been ranked, the member of staff with the lowest overtime
hours will automatically be placed in the overtime shift and the overtime hours

will be added to the master sheet.

M
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59 ltis the responsibility of the individual to check their overtime shifts on ProMis
Web unless the overtime shift is within 7 days then the RMC will contact the

member of staff to advise them of the shift.

510 Should a member of staff subsequently refuse or cancel the shift they had
made themselves available for which has been allocated, then the overtime
hours will remain on the overtime master sheet and logged as a cancellation

of overtime. (Please refer to Section 7 ‘Cancellation of Overtime’)

511 Should short notice overtime become available and there are no volunteers in
the home station then the link station/division will be activated to see if anyone
from that station has made themselves available. If so these staff will be

ranked as the criteria set out above and offered the shift accordingly.

512 Should staff from the home station not be available then the RMC will contact

staff at a next station on the ranking system.

6.0 EXTRA COVER FOR SPECIAL EVENTS

6.1 Extra cover for special events_will be provided, in the first instance, by the

area in which the need for extra cover is identified.

70 CANCELLATION OF OVERTIME

71 The short notice cancellation of overtime i.e. 24 hours or less causes

operational difficulties and often results in the reduction of Ambulance cover,

which ultimately affects patient care.

72 Should overtime be offered at short notice i.e. within 24 hours and is accepted
but then subsequently cancelled within a short period of time the individual

member of staff shall not have the overtime hours added to their total.

73  Staff who have accepted an overtime shift outside the 24 hour period and

subsequently cancel the overtime shift will have the hours recorded.

7 4  Where a pattern of short notice cancellation of overtime becomes evident this

may lead to the withdrawal of the offer of overtime depending on the

circumstances.

_________———-————_—____________________________—————————————‘——
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8.0 PERIODS OF ABSENCE (OTHER THAN SICKNESS ABSENCE)

81 Staff absent from their core duties for a period of 14 days or more will be
given a station average cumulative overtime figure on their return to work and
will not routinely be offered overtime at weekends whilst absent. However, in
the event that a weekend duty cannot be covered, as a last alternative, absent
staff may be offered the overtime depending on the circumstances of their

absence.

90 ROSTERED/CASUAL/STATUTORY LEAVE

9.1 Staff on rostered leave will not have their overtime hours averaged as it is
accepted that everyone at some stage will be taking rostered leave and all will

balance out.

9.2 Staff who are on rostered annual leave will not be offered overtime for the

duration of their rostered leave.

913 Staff who take casual/statutory leave will be considered not available for
overtime for the adjacent shift, i.e. staff who take a night shift off as
casual/statutory leave will be considered not available for the day shift before
or after this night shift. Therefore any available overtime will be offered to
those staff known as available. Staff who have been on casual/statutory
leave will only be offered overtime in exceptional circumstances e.g. when
depletion in ambulance cover would result, and only when all other avenues

to provide cover have been exhausted.

94  Staff must not cover their own leave using overtime. Staff must submit leave

requests through the RMC who will ensure that overtime is allocated fairly and

equitably.
10.0 SICKNESS

10.1 Staff on sick leave for 14 days or more will be given an average of the

overtime cumulative totals on their return.
10.2 Staff returning from sick leave must complete a normal shift before being
offered overtime.

N
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10.3 Staff who have been offered and accepted overtime and subsequently report

sick will have this recorded as short notice cancellation of overtime.

AGREEMENT on the above Procedure has been agreed between the following
individuals: -

Management Representative: -

Signed: L\Ql’/lé?’té’lﬂ,&Cl&%f Date: 2.7 /! [201C
(Chair of HR JCG)

Trade Union Represer?fves
4"74'/% NiZH Date: 27/0‘7//2_01 C

Signed:

Signed: Date: 29 /Of/ 701 Q.

et P
Signed: : 46/6{ wlei é'/ Date: < / T / '10//

7/

Signed: Date:

January 2010

”
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APPENDIX 1A

NORTH

Coleraine/Ballycastie/Ballymoney
Ballymena/Antrim
Larne/Carrick/Whiteabbey

Cookstown/Magherafelt

SOUTH

Kilkeel/Newry
Craigavon/Banbridge

Armagh/Dungannon

EAST CITY DIVISION

Ardoyne/Broadway/Kennedy Way

Bridge End/Purdysburn

EAST COUNTRY DIVISION

Ards/Bangor
Downpatrick/Newcastle/Ballynahinch

Lisburn/Derriaghy

SOUTH

Altnagelvin/ Limavady/ Strabane

Omagh/ Castlederg/Enniskillen

’_______________________.____————-——-———————________—————————_—_
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