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The Council recognises that employees may be required to work additional time to support the Council’s response to the Covid-19 pandemic.

This guidance provides information on the standard terms and conditions (for Scottish Joint Council staff) that should be applied for employees who are required to work additional time. 

A step by step ‘Covid-19 time-claim’ guidance document is available here for managers and employees, to assist them with the claim and authorisation process on MyDetails. Please note that all Time & Expenses claims submitted and authorised on or before the 1st of each month will be paid on the next pay date.
For further information on terms and conditions please contact Human Resources on 030 3333 3003.  
Please contact iTrentsupport@dumgal.gov.uk  directly for any queries regarding the claim/ authorisation process on MyDetails. 

1. Additional Hours Worked (up to 36 hours a week in one position *exception public holidays)
	Payment for Additional Hours at following rate
	Payable For (per position held):

	Plain time
	All hours worked up to a maximum of 36 hours in any week (*exception of ALL overtime on a public holiday to be paid at double time or time off in lieu)




2. Overtime Worked (excess of 36 hours a week in one position *exception public holidays when no minimum hours worked applies)
	Payment of Overtime at following rate
	Payable For (per position held):

	Overtime – plain time
	The 37th hour of overtime worked in a week 

	Overtime – time and a half
	Overtime worked in excess of 37 hours in a week, including work on a free day (day 6 of 7)

	Overtime – double time

	Overtime worked on a rest day (day 7 of 7) in excess of 37 hours in a week or;
Overtime worked between midnight and 06:00am

	Overtime – double time 
OR
Time off in lieu (TOIL)
	ALL overtime (in excess of employee’s contracted working hours) worked on a public holiday

	Please note - Overtime, is not normally paid to officers paid above Band 9.  However, prior approval for overtime to be paid to officers above Band 9, in relation to COVID-19 project or response work may be given my Managers. Alternatively, TOIL may be approved. 


3. Standby Allowance- Duration Options
	Standby Allowance 
	Payable For

	Standby Full Week (£93.68 as of 1/4/20)
	Employee required to undertake standby duty for a full week

	Standby per each public holiday which falls within a full standby week worked (£17.58 as of 1/4/20)
	Employee required to do full week standby when a public holiday falls within the week. 
This payment is in addition to the weekly standby payment.

	Standby for individual days between Monday to Friday (£9.32 as of 1/4/20)
	Employee required to undertake standby on a daily basis between Mon-Fri

	Standby Saturday (£19.86 as of 1/4/20)
	Employee required to undertake standby on a Saturday

	Standby Sunday or Public Holiday (£27.07 as of 1/4/20)
	Employee required to undertake standby on a Sunday or Public Holiday

	Standby Social Worker (£31.28 as of 1/4/20)
	To be used per session

	Standby allowance should be paid to employees up to and below a professionally graded post, where this requirement is not already reflected in the grade of their post.  




4. Disturbance and Callout Rates
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	To Be Used For

	For employee on standby (Payment of £14.96 as of 1/4/20)
	1. Each occasion an employee on standby is contacted and is required to use their skills for which standby is required for, either at home or elsewhere (only entitled to one payment within each period of 2 hours)
2. Where employee is entitled to payment in 1. and where disturbance/call out is in excess of 1 hour, the employee is entitled to further payment for whole period at the appropriate overtime rates.

	For employees not on standby duty but is contacted (Payment of £20.58 as of 1/4/20)
	1. Each occasion an employee (not on standby duty) is contacted and is required to use their skills, either at home or elsewhere (only entitled to one payment within each period of 2 hours)
2. Where employee is entitled to payment in 1. and where disturbance/call out is in excess of 1 hour, the employee is entitled to further payment for whole period at the appropriate overtime rates.

	For employees not on standby but are contacted and pass the telephone call on (£4.00 as of 1/4/20)
	Each occasion an employee not on standby is called, and they are involved in passing the call onto someone else to deal with the matter.





5. Public Holiday Enhancement (public holiday worked within normal contracted weekly working hours)
	Public Holiday Enhancement (paid at plain time as enhancement to contracted standard hours – this equals total payment of double time) 
 OR 
time off in lieu (TOIL)
	To be used by all employees who are required to work on a public holiday within their contracted weekly hours.  
**Please note that if the public holiday day falls on a normal ‘non-working day’ for the employee (e.g. a Monday public holiday is worked by an employee who is contracted to work only Wed-Fri), in addition to submitting a claim for public holiday enhancement (or taking a day in lieu) using the guidance in Section 5, they should also follow the steps in section 1 to claim the additional hours worked.





2OFFICIAL-SENSITIVE


