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I.

PURPOSE

SS
A

This procedure establishes guidelines for OCH in scheduling overtime (OT) for non-OCH staff for the purpose of
minimizing conflicts between the employee effectively performing his/her regular assignment and working OT
hours at OCH.
________________________________________

II.

POLICY

C

SSA employees in classifications other than the Group Counselor series may be allowed to work overtime at
OCH when OCH staff cannot meet staffing requirements. OT is scheduled at the discretion of management.
Nothing in this procedure is intended to grant any employee any rights related to OT.
________________________________________

III.

A. OCH shall maintain a list of non-OCH employees who have been cleared to work OT at OCH. To be included
on the list employees must have volunteered to work OT at OCH, pass any required background checks and
complete any certification or training that OCH may require. The list shall indicate the employees’ names,
organization codes, classifications and hourly pay rates. This list shall be distributed quarterly to Deputy
Directors. B. In filling overtime assignments, OCH shall give preference to OCH staff in the appropriate
classifications within the limitations of OCH Policies and Procedures on hours worked. Next, OCH shall give
preference to cleared staff in other classifications with salaries closest to the salary range of the assignment
being filled.C. OCH shall advise non-OCH employees that OT earned at OCH will be paid and may not be
accrued as comp time. This prevents costs from being incurred in the wrong program, which can happen if
comp time is taken and cashed in later.D. Employees working OT are expected to maintain acceptable
performance and attendance in their regular jobs. Failure to do so may lead to removal from OT eligibility. It
will be the responsibility of the division manager or designee to inform the OT scheduler of any employee who
becomes ineligible for OT. Divisions may request that employees be removed from the OT list for other
performance issues such as unplanned absences or lateness following an overtime shift or for being too tired
to effectively perform their regular assignment. With the concurrence of the HR manager such employees
shall be removed from the list of employees cleared to work OT.E. Limitations on Overtime
1. A non-OCH employee shall not work a shift at OCH if there are less than 8 hours between the end of the
OCH shift and the start of the employee’s regular shift.2. Non-OCH employees shall not work more than 40
hours OT per pay period at OCH.3. It is the employee’s responsibility to monitor the hours worked and to
comply with these limitations on OT. Failure to do so may result in loss of eligibility for working OT at OCH.
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