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OBJECTIVE H I:

To establish a standard policy for employees’ work done over and above normal contracted working
hours, enabling employees sufficient time of rest.
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APPLICATIONSE ] T
Applicable to all regularly contracted hotel employee’s level 4 to level 7.
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STATEMENT OF POLICY
BURE
OVERTIME PoLICY
InBEBUE
1 Hotel does not encourage working beyond normal working hours, except for emergency cases or
due to exigencies of business. Extra time worked by an employee shall be compensated
accordingly.
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2 Overtime must be agreed in writing with the Department Manager and Head of Department

prior to being worked.
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3 Any extra hours worked in addition to the originally approved overtime hours must be duly
justified to and approved by the General Manager, before submitting to HR for processing. Non-
approved extra hours will not qualify for overtime purposes.
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4 Employees whom work on public holidays shall be compensated in accordance to statutory
regulations and given deferred holidays for below level 4 employee.
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5 Above level 4 employee’s overtime on rest day or Public Holiday should be taken by the
following month, based on ratio of 1:1.
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Employees below level 4 whose extra time equals less than one and a half hour on any day will
not qualify for overtime purposes.
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Department Heads are responsible to ensure that total extra hours worked do not exceed 36
hours in a month.
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Employees are not entitled to overtime for travel time, for overnight stays, or for conference
attendance, as this is considered to be part of the role and is understood to be included in the
salary paid for the role.
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All overtime days-in-lieu should be taken by the following month, based on ratios of 1:1. Any
unutilized off-in-lieu shall be forfeited.
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It is the responsibility of the Head of Department to ensure overtime is kept at minimum based
on operational needs, especially on Public Holidays.

ISt N SRR TR 2, ki /DB i TREATINGE, Rl i .«

All employees of management above level 4are not eligible for overtime as they are expected to
work the hours required to successfully complete their assignments. Exceptional cases require
the prior approval of the General Manager
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OVERTIME PROCEDURES
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Employee must complete the “Overtime Request Form” and obtain prior approval from the
Head of Department, prior to being worked.
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Department Manager must complete the Overtime Request Form for the department, duly
justified and signed off by Head of Department, and submit to General Manager for approval,
before submitting to HR department for record.
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HR department shall compare the duly approved Overtime Request Form against the attendance
records to verify the actual overtime hours worked.
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Department Manager is responsible to ensure that the hours worked match the hours requested
in the duly approved Overtime Request Form. The attendance records (indicating the actual
days and hours worked) must be submitted to HR department.
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Should there be extra hours worked but not originally approved and with valid justifications,
Department Manager should immediately obtain the originally approved Overtime Request
Form from HR Department and update the Form clearly. This form must be counter signed by
the General Manager at the changes made, before submitting to HR for processing.
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Any unauthorized extra hours worked shall not be recognized and shall not be compensated.
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Upon the using of HRMS, the department’s authorized personnel shall ensure all duly approved
overtime and off-in-lieu data are entered into to the system and shall be completed by the 21
of each calendar month ( or the Monday immediately after if it falls on weekends). The updated
records shall be compared against the duly approved Overtime Request Form to ensure the
extra hours worked are duly approved.
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Upon approval from Head of Department, all duly approved attendance records and Overtime
Request Form must be submitted to HR department by the 21* of each calendar month.

RV BN G, A S 25 Eid s AN PE AR R N T4 H 20 AT RSN T BEER

AR RE R ARG G SE iz B R U Bt A R

This regulation will be adjusted based on the state of operation.
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