
Overtime
Revised overtime claims process (B7 and below only)

Compliance monitoring

✓ Spot checks of pre-approval from Director

✓ Workforce Team share the previous month’s overtime claims (with 
staff names) with relevant Directors for review and challenge

✓ Review overtime usage trends in site WCPs

✓ Review late claims in WCPs

Need for 
overtime 
identified

Roster Manager adds 
time to Allocate

No later than 48 hours 
after the overtime was 

worked
Transferred 
to ESR for 

payroll
Payroll run 

8th of 
month

Process step

Start / end points

Roster Manager confirms 
Director approval was received 

in advance and approves in 
Allocate 

No later than 7 days after the 
overtime was worked

Milestone / Deadline

Rostered

Complete the SVL form 
with the hours worked
No later than 48 hours 

after the end of the 
month the overtime 

was worked

Unrostered
/ SVL

Processed by St 
Helen’s & 
Knowsley

Budget Holder reviews, 
confirms Director 

approval was received in 
advance, and approves 

SVL
No later than the 6th of 

the month after the 
overtime was worked

Obtain sign off 
from relevant 
Director* in 

advance
Audit trail 
required

Overtime 
worked

*in line with new 
control process 
(unless agreed as 
exempt)
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