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Records of working time – Overtime work

· is a statutory term under the provisions of Section 96 (1) of the Act. 1 of Act No. 262/2006 Coll., Rector's Order 2/2019 Work Regulations of UJEP Employees
· The employer is obliged to keep records of working hours for individual employees
· Obligation of employees to provide cooperation in keeping records of working time
· can be kept both in the form of printed timesheets and, for example, electronically
· it does not have to be signed by the employee to whom it relates, nor does it have to be signed by a superior senior employee Electronically kept records of working hours therefore do not need to be printed and given  to the employee for signature
· IS STAG, IMIS, IMIS WORKSHEET
· Working time records apply to all employees in an employment relationship, including employees working outside the employer's workplace (e.g. from home, 
employees sent on business trips, etc.)
· exception resulting from the legislation, see 111/1998 ZvŠ § 70a
· archiving of working time records – UJEP 1/2022 File and Shredding Rules, shredding mark S 5 (in project reporting, deadlines must be met in accordance with the rules for document retention) 
· Working time is defined as the time during which the employee is obliged to perform work for the employer and the time during which the employee is ready to perform work at the workplace according to the employer's instructions
· It is the employee's duty to always be at his or her workplace at the beginning and end of the shift (determined by the employer)

Overtime work
Overtime work is work performed by an employee  at the employer's behest or with the employer 's consent exceeding the stipulated weekly working hours, → the employee is entitled to the wage achieved increased by a bonus in the amount of 25% of average earnings and, in the case of days of uninterrupted rest in a week, increased by a bonus in the amount of 50% of average earnings, unless  the employer and the employee have agreed to provide compensatory time off in the scope of overtime work instead of an allowance. 
The ordered overtime work may not be more than 8 hours in individual weeks 
and 150 hours in a calendar year → the possibility of an agreement between the employer and the employee on the performance of overtime work beyond the specified range of up to 416 hours.
1. The employee shall mark the overtime hours in the timesheet. The attendance processor of the component enters the overtime hours to be reimbursed together with the overtime bonus into the IMIS/Remuneration. No hours are carried over to other periods.
or
2. The employee shall mark the overtime hours in the timesheet. The attendance processor will not reimburse overtime hours because they have entered into an agreement with the employee that the employee will take compensatory time off in the range of hours of overtime work. The employee enters absence/NV – Compensatory leave in the scope of overtime work into IMIS. Compensatory time off is recorded in the timesheet as time worked even if the employee is not working. The salary is not reduced for the period of compensatory leave.
If the employer does not provide the employee with compensatory leave during three consecutive calendar months after the performance of overtime work, or at another agreed time, 
the employee will again be entitled to the wage achieved increased by the bonus. 
What is not overtime work
· Time spent at the workplace before and after the end of the work shift
· overtime is not overtime if the employee works in excess of the stipulated weekly 
 working hours and is a time off granted by the employer at his request
· Overtime work for employees with shorter than the stipulated weekly working hours is work exceeding the stipulated weekly working hours (work over 40 hours/week)
· if you stay at work and no one will know about it, or you voluntarily finish projects from home in the evenings without being ordered to do so
· hours in excess of the set monthly fund under the flex-time scheme. These are some kind of "worked" hours that need to be equalized within the compensation period (the length of the compensation period is determined by the employer and its maximum length can be 26 weeks (up to 52 weeks in the case of a collective agreement), i.e. the next week/month to report fewer hours worked by the surplus from the previous week/month
· Both the employee and the employer keep records of hours worked and their compensation in the worksheet, e.g. January 2024 fund 184 hours, the employee worked 187 hours
→ 3 hours carried over to the next period. The employee is paid a monthly salary. February 2024 fund 168 hours, the employee works and reports 165 hours with a note transfer from 1/24, as he works 3 hours less. The employee is paid a monthly salary, which is not reduced. Such use of hours beyond the work fund is not compensatory time off.
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