
Employment  

 

4.6 Payment of overtime and deductions  

Policy statement 

 

1. Our staff are paid by the hour rather than being paid a set salary for the year and so there 

may be occasions where they are asked to work hours beyond those contracted e.g. to 

attend training courses or to cover the absence of other members of staff.  

 

2. There are some tasks which are expected of staff as part of their job  and will be paid for as 

part of normal working hours.  These include tasks such as ensuring familiarity with 

policies, time spent chatting to parents after session,  noting down observations on children 

etc.  

 
3. There are other tasks which require time and effort from the staff beyond that for which they 

are paid for in their normal working hours.  It is these tasks which can be claimed for as 

overtime. A list of example tasks is included below, the list is not exhaustive and any 

overtime claim must be agreed in advance with the Manager of Crackerjacks 

 
Procedures 
 

Note that overtime will only be paid if it has been agreed in advance by the Manager.   

 Minimum extra hours claimed is ¼ hour 

 

Task Time allowed 

Training held outside normal hours Time taken for course 

Meetings held outside normal hours (including Committee 

meetings unless the staff member is also a member of the 

committee) 

Time taken for meeting 

Lost Tapestry time / Office time where work done at home Time taken for work to a max of lost time 

Progress reports  10 minutes per child (if not completed 

during Tapestry time) 

Transition reports 20 minutes per child (if not completed 

during Tapestry time) 

Tidying up (usually at start / end term) Time taken (agreed in advance) 

Cover for colleagues Time worked 

Extra hours for events / outings Time worked 

 



This list is not necessarily exhaustive but a claim for anything other than the above will 

require specific approval from the Manager. 

 

For clarification, the following will not normally be paid as overtime: 

  Updating of Tapestry with observations (it is expected that this can be done during the 

time allocated in session to each key person)  

 Time spent reading, researching, studying or becoming familiar with policies.  

 Informal chats with parents  

 

Deductions of hours 

If a staff member is absent during their normal hours of work, a deduction will be made for 

the time they have missed, rounded to the nearest ¼ hour.  Hours will be deducted for: 

 Illness (but Statutory Sick Pay may be payable) 

 time taken to care for children / dependants who are ill 

 holidays (these are not normally authorised during term time) 

 appointments including doctor and dentist appointments 

 watching assemblies / sports days etc  

 late arrival or early departure 

 

This list is not necessarily exhaustive, and hours will usually be deducted for any time missed 

unless it is for compassionate reasons such as the death of a close relative, but this needs 

Manager and Committee approval. 
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