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From:   
 

Date:   18th October 2021 
 
To:  1. Portal DVOs – and  
 

2. Group 4s –  and (Acting Group 4)  
 
Subject: Approval of Portal Overtime and Cessation of six minutes overtime  
 

Firstly I would like to thank all staff who volunteer to participate in overtime without which 
it would be difficult to meet the needs of the business area. The contribution of staff and 
their commitment to portal operations is very much appreciated and valued.  
 

I am therefore not writing to question the use of overtime, rather, as the SPVO for the 
business area I need to have full oversight and ensure that governance processes are in 
place that enable sign off on SPVO stewardship responsibilities.  
 

With immediate effect all overtime must be approved by the SPVO in advance. In the 
SPVO’s absence this should be escalated to the DCVO.  
 
Requests should be submitted giving as much notice as possible so as to allow full 

consideration.  
 
DVOs should submit the request for overtime using the template at Annex A.  
Within the request DVOs must include:  

 

 Justification for the overtime;  
 

 Considerations on the cost effective and efficient use of the requested overtime with 

Saturday and Sunday overtime kept to an absolute a minimum.  
 
All staff must be afforded the opportunity to avail of as much time off at the weekend and 
public and bank holidays as the business needs can facilitate.  

 
Managers must ensure that SPVO authorisation is in place before they approve any 
overtime working and claims. In all cases it is for the DVOs to assess need and ensure 
that the overtime is necessary. DVOs should monitor the work carried out during the 

overtime to ensure value for money.  
 
I will have  portal admin team set up a CM container for each DVO where 
overtime requests and approvals can be managed and monitored. It is also 
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recommended that DVOs should keep a spreadsheet detailing overtime approvals within 
their area. It is suggested that this is kept on a financial year basis.  
 
It goes without saying that staff wellbeing should be of paramount importance, so please 

ensure that any teams or individuals volunteering to work overtime take adequate 
breaks. Weekly working hours should be within reason and Working Time Directive 
compliant.  
 

Currently some staff claim six minutes overtime at the end of their shifts. This is not 
required to meet business needs and is to be brought to a conclusion with effect from 
17th November 2021. Approval for continuance of this overtime will be removed from 

that point forward. Please ensure that those staff who are claiming the six minutes are 

made aware of this.  
 
This process will remain subject to ongoing review and further refinement.  

 

 

SPVO Portal Operations                                        

 

 

 Cc: Brian Dooher (DCVO) 
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