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Overtime

Overtime is defined as authorized time in excess of the regularly scheduled work week.1 

The use of overtime must be administered with common sense, good judgment and limited to the 
performance of essential work which, in the interest of prudent project administration, cannot be 
deferred. Routine, benchmark, and intermittent inspection can be deferred and overtime should 
not be worked. 

The use of overtime by Structure Construction (SC) employees is authorized for: 
• Work requiring full-time inspection that cannot be deferred and must be inspected during 

the work shift (e.g., work performed adjacent to public traffic, pile driving, and concrete 
placement). 

• Work required to ensure the safety of the traveling public. 
• Fair Labor Standards Act (FLSA) travel. 
• Field office work required to ensure timely response to the Contractor’s submittal to 

ensure no delays to the controlling item of work. 
• Work necessary to ensure quality and safety compliance during an emergency response. 

Authorization must be obtained, in writing, prior to working overtime, except in an emergency. 
In the event of an emergency, written authorization must be obtained within 72 hours of the 
beginning of the emergency.  

The use of overtime must be documented. Documentation is specific evidence demonstrating the 
following1: 
• Preauthorization of overtime. 
• Overtime hours worked. 
• Reason for overtime. 
• Product produced as a result of overtime. 

Procedure 
The documentation for overtime is a two-step process. The first step is pre-authorization, and the 
second step is recording the actual hours worked. Pre-authorization can be for a day, or it can be 
for a certain number of hours over a period of time (up to a month). See Attachment No. 1-3 for 
further details. 

1  Caltrans  Deputy  Directive  DD-56,  Use of  Overtime.  
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The Structure Representative determines the amount of overtime needed for each employee 
assigned to their projects in consultation with the first-line supervisor. The Structure 
Representative completes the overtime preauthorization request, titled Structure Construction 
Preauthorization Overtime Log by Employee (Form SC-0104A) (Attachment No. 1) or the 
Structure Construction Preauthorization Overtime by Unit (Form SC-0104B) (Attachment No. 
2). This will then be signed by the first-line supervisor. See Attachment No. 3 for detailed 
instructions on how to complete these forms.  

The first-line supervisor obtains additional prior written authorization from the second-line 
supervisor for employees who exceed: 
• 12 hours regular and overtime worked in one day. 
• 30 hours overtime worked in one week. 
• 50 hours overtime worked in one month. 
• 6 work days per week. 

The second-line supervisor allocates overtime to each first-line supervisor to use and monitor 
overtime usage. 

The second-line supervisor obtains additional prior written authorization from the Chief of the 
Division of Engineering Services for employees who exceed: 
• 450 hours overtime worked within the fiscal year (i.e., July 1 through June 30). 

Employees may be reimbursed for overtime at 1-1/2 times the hourly rate in Compensating-
Time-Off (CTO) if approved by both the first-line supervisor and the second-line supervisor.2 

Responsibilities 

Structure Representatives: 
1. Determine the amount of overtime needed for each employee assigned to their projects in 

consultation with the first-line supervisor. Overtime preauthorization documentation must 
include: 
• The date overtime was requested. 
• Date or period of anticipated overtime work. 
• Number of overtime hours needed. 
• Reason for overtime. 

2. Complete the SC overtime preauthorization request, Form SC-0104A or Form SC-0104B. 
Refer to Attachment No. 1 or Attachment No. 2, respectively, for an example. The Structure 
Representative may delegate this to the Assistant Structure Representative; however, the 
Structure Representative must review to ensure accuracy. 

3. Send the overtime preauthorization request, Form SC-0104A or Form SC-0104B, to the first-
line supervisor for authorization of overtime. 

4. Ensure the Assistant Structure Representatives do not to exceed the amount of overtime each 
Assistant Structure Representative is authorized to work. If additional overtime is needed, the 

2 Personnel Information Bulletin 13-18, Compensating Time Off (CTO) Cash-Out/Carryover/Use. 
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Structure Representatives must confer with the first-line supervisor so additional overtime 
can be obtained, or the work covered by other means, to minimize the need for overtime. 

5. When the Structure Representative works overtime, Form SC-0104A, or Form SC-0104B 
must be completed and authorized by the first-line supervisor. 

7. Ensure overtime used does not exceed the amount of authorized overtime hours. Structure 
Representatives who foresee the need for additional overtime above that authorized must 
notify their first-line supervisor so additional overtime authorization can be obtained or the 
work covered by other means to minimize the need for overtime. 

8. Once overtime has been worked, the Structure Representative must ensure the “Actual OT 
Worked” portion of the Preauthorization form is completed. 

Assistant Structure Representatives: 
Must be aware of and not exceed the amount of overtime they are authorized to work. Assistant 
Structure Representatives who foresee the need for additional overtime above that authorized 
must notify their Structure Representative so additional overtime authorization can be obtained, 
or the work covered by other means, to minimize the need for overtime. 

First-Line Supervisors (Bridge Construction Engineers): 
1. Ensure compliance with overtime rules and procedures. 
2. Confer with their Structure Representatives on the need for overtime, receive and review 

completed Form SC-0104A or Form SC-0104B from Structure Representatives, and 
authorize the use of overtime. 

a. Logs preauthorization of overtime to the Structure Representative by signing Form 
SC-0104A or Form SC-0104B. 

3. Verify that the entries on Form SC-0104A or Form SC-0104B are in agreement with the 
employee’s timesheet prior to approval. 

4. Forward Form SC-0104A or Form SC-0104B to the second-line supervisor for retention.  
5. Monitor overtime allocation and employee overtime usage. 

Second-Line Supervisors (Area Construction Managers): 
1. Ensure compliance with overtime rules and procedures, and monitor overtime usage. 
2. Allocate the amount of overtime available to each first-line supervisor. 
3. Retain overtime preauthorization documentation, Form SC-0104A or Form SC-0104B, for 

five years. 
4. Ensure their office does not exceed their overtime allocation. 

Forms: 
Either of the two forms can be used to document preauthorization of overtime: 
• Structure Construction Preauthorization Overtime Log by Employee (Form SC-0104A). 
• Structure Construction Preauthorization Overtime Log by Unit  (Form SC-0104B).  

Both forms  are located  in Section 16, Bridge Construction Forms, of the  Bridge Construction 
Records & Procedures  Manual, Volume 1, and on the Structure  Construction Intranet3. Refer to
Attachment  No. 3 for  instructions  on how  to complete  Form SC-0104A and Form SC-0104B. 

 

3 http://des.onramp.dot.ca.gov/structure-construction/forms 
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Form SC-0104A documents overtime used and tracks the cumulative overtime for the month and 
the fiscal year for one employee allowing the supervisor to monitor when the employee nears: 
• The 50-hour monthly threshold which, if exceeded, requires additional authorization from 

the second-line supervisor.  
• The 450-hour yearly threshold which, if exceeded, requires additional authorization from 

the Division of Engineering Services, Deputy Division Chief.  

Form SC-0104B tracks the overtime for more than one employee, or all employees, in a 
supervisor’s unit. This form does not track the cumulative overtime hours for the month or fiscal 
year. The supervisor may also create their own system for tracking monthly and yearly overtime 
hours. 

Additional Information: 
Information regarding overtime and leave for various bargaining units can be found in each 
Bargaining Unit’s Memorandum of Understanding (MOU) located on the California Department 
of Human Resource’s website4. 

Requirements for reporting time worked and leave taken can be found in Deputy Directive 1085 . 
All other questions regarding overtime, time reporting or payroll should be referred to the first-
line supervisor or to the appropriate timekeeper. 

General References: 
1. California Department of Human Resources CCR Sections 599.702 and 599.7076. 
2. State Administrative Manual (SAM) 85407. 
3. California Government Code Section 198538. 
4. Deputy Directive DD-56-R39. 
5. Bargaining Unit 9 Memorandum of Understanding10. 

4  http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx   
5  http://admin.dot.ca.gov/bfams/admin_svcs/sw_policy/dd/dd_108.pdf   
6  http://ccr.oal.ca.gov/linkedslice/default.asp?SP=CCR-1000&Action=Welcome   
7  http://sam.dgs.ca.gov/home.aspx   
8  http://www.leginfo.ca.gov/.html/gov_table_of_contents.html  
9  http://admin.dot.ca.gov/bfams/admin_svcs/sw_policy/dd/dd_by_number.html   
10  http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx  
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DEPARTMENT OF TRANSPORTATION 
STRUCTURE CONSTRUCTION 
SC 01ft4A (Fomw’ty QH 0 6  C21)
<R*V. 11/0* 13)

STRUCTURE CONSTRUCTION PREALTTH OR CATION OVERTIME LOG
BY EMPLOYEE

1. Employ«« Name (Print or Typ*);
Baau R-.doe

2. Employee ID:
a12»4S6

3. Perm DlBt Unit
5^540-^X X

4. S tructure Rapreaantottva Name:
Joe Boseman

5. F Y  Balance from
PrevkHW Month! 2E

fi. Uonth-Yaar
Jul-13

7. First U n a  Supervisor Name:

B>aas Bo t ie
O T  Muat be Documented in Daily Report*

Actuel OT 
W ort ad

Total Houn O T k*~

e .

Data o f  
RtquM t

e

n OT Hour* 
Requeated"**

1 0 .

T im e  period for O T  
Hours

Requaated”"  / 
Date O T  wortced

11 .

Project
Identifier

12l

Reeeon rcr O v e rtim e d  roduct Produced

13.

~R ea*on  for 
approve! in ter

A, B, C, D , E

14n

Db(8
approved

iek

First Line 3iqwvbDraB Sipraürre

16,

Tim e
O T

S U irla '

17.

Tim e
O T

End**

18,

Th is
» i m

19,

TH Ü
M onth

) 0.

TNa
F k t i l
Year

7/7/13 I t W «h c -f7 j7 / 1 3 03-105104 Pile Driving wiefc of Ju lyT , 2013 A 7/7/2019 0.0 Î 5.0

7/8*13
¡33-105104 P i e  Driving 16-QQ16 B t2 L , 1-5 7/7/2013

1500 1700 2.0 a.D 27 Jl

n*rii 03-1 0 5 10 4 P ie  Driving 16-3016 B t2 L , 1 -« 7/7/2013 1500 16« H i u 2S.0

m in i
03-1051 04 P ie  Driving 16*0016 B t 2L, 1 * 7/7/2013 1500 1 7 N 2.0 B.C 3U.0

7f im i
03-106104 P i e  D r iv in g  1 6 -0 0 1 6  B t  2L. 1 -6 717/2013

1500 17M 21,0 74 32.0

7 /12/11
Q3-10BT04 P ie  Driving 16 0016 B t ZL. 1-6 7/7/2013

1500 1W L HI u . U 1

7 /13/13
03-105104 P ie  Driving 16-0016 B t 2L, 1-6 7/7/2013 MOB MM a* n « 4M

7 /15/2013 4
7/16/13

0^*105104 Deck pour on 26-0016 A 7/16/2013 jS iym Jh w
1H I 1*ji AJk 21.1 41.0

7M &/2013 2
7/17/13

03-106104 Polyreeter placem ent on 16-0048 A 7/16/2013
1B3C 173* ±A m 4I J

7/16/2013 2
7/1 t n s

03-106104 F uiy*«it»r placem ent on 11-0073 A 7/16/2013 IBM 1710 i i ».a VU
7/1V2013 A

Week of 7/21/13
03-106104 Final Falaevrark Submittal R tviftw -du t 7/26/13 D 7/19/2013 & fatS r*rt a*.a UJi

7/2 V 13
03-106104 7/10/2013

1530 173D 2.0 27 JB | t n

7«sna
03 106104 7/19/2.013

1530 1730 241 HO %AX

_ *W MJJ

 M

2*0 64.0

29 0 54.Q

29.0 R4.0

"Us* 24 H our CJock.log the t i n t  O T  itarts and end*. 
— Reeeon for Approval A. W ork requiring full'Urne ttepacflon that cannot be deferrad end m u tt  bo Inepocted during the wortc »h lft (w o rt p e rfo rm «! adjacent to public (riffle , pile drtvlng, and concrete placement!. 
~R e *e o n for Approval B. W ork required to enture ttic cafrty of tlM traveling public.
**RflMon fa rA ^ p ro v il C . Fair Labor Standards A c t  <FLBA1 travel.
' *Ri?UBt*i for Approval 0. Field oftlca w ork required to ensure tim ely m p o n e e  to the contractor In o n ie rtD  n v t d d a v tt M  controlling item o f w ort.
" R m m i i  tor Approve I E W e rt to ensure quality and safety com pliance during an amBrpancy response 
1 Document overtime In * 4 aUtant S tru c ty r»  RtOresant*t>v^ B B allf Report
" "  Overtime for mon  than one day can be requested ho w averth e  "A ctual O T  W orked" muet Identify T im e  O T  S tart» and Tim e  O T  Ende 

Brtage Cortstruetlor 6 ng}/ie tfttt ay a dean euppcrxfag d o e w n m ta  tt  aecasaory.
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G
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STRUCTURE CONSTRUCTION

SC-flHCttB (New W a / U )

STRUCTURE CONSTRUCTION PREAUTHQMZATION OVERTIME LOG 
BY UNIT

1. S e n io r  N a m 9 (P r in t  o r  T y p e ) - 

S am  McKenzee

2. Unit N um ber: 

5&-G43-101

3. Mo nth-Y ear:

September-13

4. Area C on stru ction  M anager Name 

Henry Klrzhner

O T  M u s t  b e  D o c u m e n t e d  In  P u ffy  R e p o r t 1

6.
E m ployee  Name

6.
Date of 

Request

T.
# OT Hours
R equeste

 
d

B.
Tima period 

fo rO T  Hours 
Requested-“ * 

/  Date OT 
worked

S,

Project
Identifier

10.
Reason fo r Overtim e/Product 

Produced

11. 
“ *Raasan 

for 
A pproval 

Enter A  B, 
C, D ,  E

12,
Date

A pprove d

13.
S u p e r v is o r ' s  S ig n a tu r e

14.
Time

OT
Start»*

1fi.
T im e

O T
E n d s*

16.
Total
Tills
Shift

Tom  Thomas 9/13/2013 4 9/14/2013 €7-160004
W e e ke n d  work - Approach slab 
concrete pour A 9V13/2013 0900 1300 5

Andrew Atva rad o 9/16/2013 ß 9/16 & 9/17/13 €7-132344 Night wwrk far falsswort erection A B 9/1SÍ2D13 2100 M OD 8

Tony Kreeman 0/1 fl/2 0 13 4 9/10/2013 07-155432
Exlanded shift for ooncreta deck 
pour A B C 9/1SÆ013 1530 1700 IS

r?y®\ [pnM EJ

*Ufi6 24 Hour Ck>&k,l6Q tha tima O T starts arid ends.
" R eason for A pp ro ve  A - W ork requiring fulltim e inspection that cannot be deferred and m ust be Inspected during the work shift (w ork performed adjacent to public traffic, pile cfrMng, and concrete pfacement). 
" R eason for Approval B. Work req j lr « d  to ensure tha safety of the traveling public.
" R w a tK i for Approval C. Fair Labor Standards A ct (F L S A ) travel.
"' Reason for Approval D. Fiald office w ork required to ensure timely response to the contractor In order to not delay the controlling Item of work.
" R e a so n  for Approval E. Work to ensure quality and safety ppmpJianpe during an emergency response. 
u  Docum ent overtime In Assistant Structure Representative' s Daily R e p o rt.
*** Overtime for more than one day can be requested; however thB ' Actual O T  Worked"  must identify Tim e O T  Starts and Tim e O T  Ends.
Bridge Construction  Engineer m ay attach supporting doewnoote tfnoc&s&ary.
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ATTACHMENT No.  3  
INSTRUCTIONS FOR COMPLETING FORM SC-0104A and FORM SC-0104B  

The Structure Construction Preauthorization Overtime Log by Employee, (Form SC-0104A), 
and the Structure Construction Preauthorization Overtime Log by Unit, (Form SC-0104B), 
are to be completed as described below. Attachments No. 2 and No. 3 are samples of each 
form, respectively, providing examples of common scenarios for completing the form(s). 

Preauthorization: 
1. The Structure Representative will consult with the first-line supervisor about the need for 

overtime and identify who will be working overtime. 
2. Once the need for overtime has been authorized, the Structure Representative will 

complete Items 1-14 of Form SC-0104A, or 1-12 of Form SC-0104B, for the time period 
overtime is requested. The Structure Representative may delegate this to the Assistant 
Structure Representative; however, the Structure Representative must review to ensure 
accuracy. 

Documenting Actual Overtime Worked: 
1. After the overtime is worked, the Structure Representative will complete Items 16-18 on 

Form SC-0104A, or 14-16 on Form SC-0104B, for each day overtime is worked. The 
Structure Representative may delegate this to the Assistant Structure Representative; 
however, the Structure Representative must review to ensure accuracy. 

2. Time OT Starts and Time OT Ends is the beginning and ending of the overtime period. Use 
the 24 hour time system (1500 – 1700). 

3. On Form SC-0104A, the FY Balance from Previous Month must be entered in Item 5. 
4. On Form SC-0104A, values in Items 19-20, the total number of overtime hours worked for 

the month and fiscal year, will calculate automatically. 

Review, Signature and Retention: 
1. At intervals determined by the first-line supervisor, not to exceed one calendar month, the 

Structure Representative will send Form SC-0104A or Form SC-0104B to the first-line 
supervisor for signature. 

2. The first-line supervisor will verify the entries on Form SC-0104A or Form SC-0104B are 
in agreement with each employee’s timesheet; then, complete item15 on Form SC-0104A 
or item 13 on Form SC-0104B, for each line entry on the Form SC-0104A or Form SC-
0104B, respectively. 

3. The first-line supervisor will send the completed Form SC-0104A or Form SC-0104B to 
the second-line supervisor (ACM) for retention. The completed Form SC-0104A or Form 
SC-0104B must be retained for five years. 




