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PURPOSE This practice identifies a key aspect of the Safety and Health (S&H) 
program, and when complied with, will minimize the potential of 
creating undue employee fatigue that can significantly reduce the 
employee’s ability to work safely. 
 

SCOPE This practice describes the process for controlling extended work 
hours (overtime) and assigning employees to work alone. 
 
The requirements of this practice are consistent with the requirements 
published in the Mission Support Contract (MSC) Safety and Health 
virtual manual. 
 

APPLICATION This practice applies to Mission Support Alliance (MSA) construction 
personnel. 
 

GENERAL 
REQUIREMENTS 
 

Records generated during the performance of this activity are to be 
included in the Construction Work Package and will be managed in 
accordance with MSC-PRAC-30374, Construction Work Package and 
MSC-PRAC-30376, Construction Document Control. 
 

PROCESS Before granting exceptions to the work-hour limits, managers and 
supervisors consider the following factors.  (This list is not all-inclusive 
and is a guide to the factors that should be considered when deciding 
whether to extend employee work hours.) 
 
• Could the employees create a risk to themselves or others as a result 

of fatigue? 
 
• Is it vital that work be performed on overtime?  (That is, will there 

be an adverse effect on safety, health, or the environment if the task 
is not continued by employees working for extended periods, or will 
it prevent a regulatory noncompliance?) 

 
Employees ensure that they notify their immediate supervisor anytime 
during the extended work hours if they feel fatigued or stressed to the 
degree that they believe their safety or that of others may be at risk. 
 

Assigning Extended 
Work Hours 
(Overtime) 

Managers and supervisors use the following guidelines in assigning 
extended work hours: 
 
• Employees do not exceed the work-hour limits of this practice 

unless a specific written exception is approved in advance by the 
area construction manager, project manager, or group manager (as 
applicable). 
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NOTE:  Travel time is not considered work time. 
 

 • Employees do not work continuously for more than 16 hours in any 
24-hour period, excluding shift turnover time. 

 
• Employees do not work more than a total of 24 hours in any 48-hour 

period, excluding shift turnover time. 
 
• Employees do not work more than 72 hours in any 7-day period, 

excluding shift turnover time. 
 
• Employees do not work more than 14 consecutive days without at 

least 2 consecutive days of rest before the next workday, excluding 
shift turnover time. 

 
• Extended work hours are considered on an individual basis and for 

the entire work group except during extended shutdown periods, 
brief (less than 2 hours) pre- or post-shift training sessions or 
weather-related occurrences. 

 
• Extended work hours (overtime) are scheduled in the following 

priority: 
 

o Working extra hours on a scheduled day off 
 

o A 2- to 4-hour extension of work on a scheduled workday 
 
o A 6-hour extension of work on a scheduled workday 

 
o An 8-hour extension of work on a scheduled workday 

 
• Drivers are not permitted to drive in excess of the following limits: 
 

o More than 10 hours, following 8 consecutive hours off duty 
 

o Any period after having been on duty 15 hours, following 
8 consecutive hours off duty 

 
o More than 60 hours in any 7 consecutive days 
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Assigning Employees 
to Work Alone 

Managers/supervisors responsible for assigning employees to work in 
isolated or hazardous locations will: 
 
• Analyze each work assignment to decide whether it requires 

2 employees to ensure worker safety. 
 
• Contact the employee working alone periodically (either 

face-to-face or by other 2-way communications) to verify that the 
employee is not hurt or at risk. 

 
• Contact an employee working alone often to allow the supervisor to 

take appropriate action if the employee does not respond.  (The 
specific frequency of communication should be determined and 
agreed to between the manager/supervisor and the employee before 
the work begins.) 

 
• Contact project safety for clarification if unsure whether 

2 employees should be assigned to a task to ensure worker safety. 
 
NOTE:  It is impossible to provide a list of all jobs that require more 
than 1 employee be assigned to ensure worker safety.  Following are 
examples of jobs that analysis and experience have shown 2 employees 
should be assigned: 
 
• Work on hazardous machinery that must be performed without the 

machine guards and the machinery cannot be locked out 
 
• Working with hazardous materials 
 
• Working 1.8 meters (6 feet) or more off the ground (floor or other 

platform) where no guardrail is installed 
 
• Removing and transporting potentially shock-sensitive waste 

chemicals 
 
• Work involving heavy machinery or equipment operations at 

isolated or hazardous locations 
 

FORMS 
 

None 
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RECORDS 
IDENTIFICATION 
 

Records Capture Table 

Name of Document Submittal 
Responsibility

Retention 
Responsibility

None   
 

 
REFERENCES MSC-PRAC-30374, Construction Work Package  

MSC-PRAC-30376, Construction Document Control  
 


