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 NAB BUSINESS BANK 
Overtime

The NAB Enterprise Agreement 2016 (EA2016) includes several provisions about Overtime. 
Clause 27 is the key clause, however, there are some other relevant clauses in the EA2016 
that need to be considered.  

If you are opening this document online, please click here for clause 27. 

This fact sheet includes some Q & A’s as well as some specific examples to help our people 
apply the overtime provisions when employees perform overtime in our Business Banking 
Centres. 

Q/ Who do the overtime provisions in the EA2016 apply to? 
A/ Only Group 1 and 2 employees are eligible to be paid for overtime. 

Q/ When does overtime apply? 
A/Overtime applies where work is required to be performed that is additional to the employee’s ordinary 
hours of work (i.e. his or her usual contracted hours as recorded in SAP). 

Q/How is overtime authorised? 
A/Overtime must be authorised by the People Leader before it is worked by the employee. It is up to the 
People Leader to determine if overtime is required to be worked, not the employee. To maintain oversight 
and control of overtime expenses, People Leaders should consult their RCE before approving overtime. 

Q/ Can the employee refuse to work overtime? 
An employee may be required to work reasonable overtime. 

An employee may refuse to work overtime where the working of such overtime would result in the employee 
working hours which are unreasonable. What is ‘reasonable’ will depend on factors such as any risk to health 
and safety from working the overtime, personal circumstances (including family responsibilities), needs of the 
business unit and any other relevant matters. Clause 27.5 of the EA2016 includes more detail. If you are 
opening this document online, please click here for clause 27.5. 

Q/What penalties apply to overtime?   
A/For the first 3 hours of overtime on a weekday an additional 50% loading (time and one half) applies. 100% 
loading (double time) applies to overtime of;  

more than 3 hours on a weekday,
weekends,
public holidays,
RDOs.

An employee working overtime must be paid the loadings above. The loadings for overtime are calculated on 
a daily basis. 
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Q/Can an employee be required to accept time in lieu of payment of overtime? 
A/ No.  
 
Time in lieu is at the election of the employee and with the approval of the People Leader. It is granted based 
on an hour for each hour worked. When time in lieu is not taken within 4 weeks of accrual, the employee may 
elect to be paid for the overtime instead. This means, the People Leader should be monitoring what overtime 
is worked and whether an employee has elected to take time in lieu. 
 
Q/ What is the minimum overtime period? 
A/SAP calculates overtime in fifteen-minute blocks. Therefore, any required overtime should be organised and 
approved on this basis.  

 
Q/What type of work would overtime be authorised for? 
A/ Any type of work that must be performed and occurs outside the employee’s ordinary working hours – i.e. 
their work schedule in SAP. Some examples could include processing functions, team meetings (prior to or 
after work), training.  

 

Some examples: 

Workflow Tool indicates WIP increases beyond capacity of team: 
 
Shane is the Manger, Lending & Relationships at Smithtown Business Banking Centre.  During the day it has 
become apparent via the Workflow Tool there is a surplus of urgent work, which will not be processed in time 
to meet customer and banker needs.  Shane suspects that some of his team won’t be able to complete all 
required activities before his or her scheduled finish time. What should Shane do? 
 
Shane should firstly consider whether any tasks can be deferred until the following day. If some tasks can wait 
until the next day, Shane should make the appropriate arrangements and there will be no requirement for his 
team to work beyond his or her ordinary working hours. No overtime is applicable.  
 
If there are tasks which must be completed on the day, as Shane is able to approve overtime for each team 
member, he should discuss the need to work extra time with relevant team members.  
 
Shane should make sure he is making arrangements for overtime that comply with clause 27.4 and 27.5 of the 
EA2016. If you are opening this document online, to access the clause please click here.   
 
A ‘glitch’ in the process:  
 
Recently, Business Banking has introduced a new process. At some locations things have not been as smooth 
as anticipated. As a result, team members have needed to work beyond his or her ordinary working hours – 
i.e. his or her work schedule in SAP (or “contracted” hours).  
 
At Smith Street Business Banking Centre Mary (Lead, Lending & Relationships) has asked two of her team – 
Amanda and Suresh to work an additional 45 minutes to complete tasks required for the new process. Both 
Amanda and Suresh both agree to work overtime (i.e. time in addition to his or her ordinary hours) and have 
said they are able to stay back to complete the tasks required. Mary tells them that they will be paid overtime.  
 
Amanda is happy to receive the extra pay so Mary lets her know she should submit a claim for overtime (i.e. 45 
minutes) via SAP.  
 
Suresh mentions to Mary that he would prefer to leave a bit early (i.e. 45 minutes) on the following Tuesday as 
he wants to pick his son up earlier from after school care. Mary agrees to Suresh leaving early the following 
week (i.e. 45 minutes) so there is no need for him to submit a claim for overtime via SAP.  
 
Mary ensures that Suresh leaves early on the Tuesday (i.e. 45 minutes), and the time off in lieu of the overtime 
is complete. 
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Customer Complaint requires urgent resolution: 
 
Jemima’s ordinary hours of work finish time is 5.00 p.m. An important customer, Widgets Pty Ltd contacts the 
Business Banker to advise an error has been made on their loan rate.   Jemima was the Associate who took the 
original request from the customer.  She is the most appropriate person to help the Banker resolve the error 
quickly, including amending interest, adjusting the rate and documentation as she understands the situation.   
 
Ali, the Managing Partner asks the Kristy, Lead, Lending & Relationships to help Jemima with her activities due 
to the importance of the customer. As 5.00 p.m. approaches, it becomes apparent that the activities will not be 
completed by 5.00 p.m.  As it is more likely that the resolution will not be completed more efficiently with 
Jemima participating in the process, Kristy indicates to Jemima that she is required to stay to complete the 
activities.  
 
As Jemima is required to work beyond her ordinary hours of work to complete work, overtime must be paid, 
or, if Jemima makes a request to take time in lieu of overtime payment, Kristy may agree to this arrangement. 
If time off in lieu is elected, Kristy must ensure it is taken within 4 weeks of accrual, or Jemima may elect to be 
paid for the overtime instead. 
 
Errors happen from time to time, and may result in an employee being required to work beyond his or her 
ordinary hours of work. Ali should ensure that appropriate training and coaching is provided to Jemima to 
assist her in avoiding that error in the future.  

 

Q/ Who can I ask for help about overtime arrangements?  

A/ Speak with your People leader, or the People Advisory Centre (PAC) or, where applicable, Senior Leader 
Advice Hub (SLAH). PAC & SLAH will contact the Employee Relations Team on your behalf, if required. 

 


