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5. What about forcing of employees not on the overtime list? If I 
didn't get enough employees on the overtime list, how do I book off 
the list? 

A: After booking the entire lists for overtime, including penalty 
time. Management would then utilize senior volunteers on the clock. 
If more employees are needed, Management would then utilize 
casual employees. If more employees are needed, Management then 
would force employees by juniority on a rotating basis. 

6. Can I keep casual employees late? 

A: If by extending a casual employees hours it would put them over 
40 hours for the week, as a rule, NO. You must first use all Tours 
OTDL including penalty time, then seek senior volunteers, prior to 
using a casual in an overtime status. 

7. I just came to work, now I can't get the employees an hour notice, 
now what? 

A: The 1 hour notice is required as a benefit to the employees. 
Supervisors should be communicating and working together to 
insure this is met. If your start time is not working well for booking 
overtime, communicate that to the Supervisor from the previous 
Tour to assist you in booking overtime. 

8. Are employees on the overtime list allowed to pass? 

A: Yes. However, if after going through the entire list, you need 
additional overtime, then return to the start line and force from 
there. 

9. How is overtime called and marked in the book with all the 
different start times? 

A: The National agreement states that employees are used in order 
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of seniority on a rotating basis. You should book overtime straight 
down the list. If you have a window of operations, then bypassing 
because of a start time is acceptable. Make sure to put something in 
the comments section to show this. Example: I need 2 employees to 
run D-5 from 1:30 to 3:30, then bypassing an 1800 start time is okay 
in that case. 

10. I only needed a couple of employees for a dispatch who both had 
early start times do I draw a line? 

A: No. When booking overtime, if you are only using a few odd start 
or end times to meet a service window do not draw a line. 

11. Most of the OTDL has gone home and a machine broke down, 
I'm only keeping a couple of our late start times. Do I draw a line? 

A: No. See above. 

12. I have exhausted the entire OTDL and want to keep volunteers 
by seniority for overtime. How do I do that and is there a list? 

A: The Supervisor should solicit the volunteers from the workroom 
floor and book as many as needed by seniority. There is no list for 
this. The only OTDL list is the quarterly sign up sheet. 

The above guidelines were jointly developed in an effort to reduce grievances 
and better clarify the overtime policies and procedures. It is understood that this 
document is not all-encompassing, but a starting point to help supervisors and shop 
stewards with better administration of the Overtime Desired Lists. 

Dana Klassen, President 
Fargo Area Local APWU 
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