  IN REPLY


    REFER TO


DCSC SUPPLEMENT 1						DCSC-K


to DLAR              1422.2						November 23, 1993





CIVILIAN PERSONNEL OVERTIME AND HOLIDAY PREMIUM PAY


(Further supplementation is prohibited)





DLAR 1422.2, 3 Apr 89, is supplemented as follows:


Page 1, paragraph I:  Add the following:





	DCSC Supplement 1 to DLAR 1422.2 is applicable to all DCSC elements and tenant activities, except attorneys, serviced by DCSC-K.





Page 2, paragraph II I, line 5:  Add the following:





	Refer to paragraphs II J thru R, pages 2.1 thru 2.4.





Insert attached pages 2.1 thru 2.4 after page 2.


Page 3, paragraph V B 6, line 5:  Add the following:





	Refer to paragraphs V C thru F, page 4.1.





E.	Insert attached page 4.1 following page 4.





SIGNIFICANT CHANGES.  Due to significant revisions, this supplement to DLAR 1422.2 should be read in its entirety.





This supplement will be filed in front of DLAR 1422.2.





BY ORDER OF THE COMMANDER











	FRANK B. GREGORY


	COL, USA


	Chief of Staff
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COORDINATION:


All DCSC elements and serviced activities


AFGE #1148


IFPTE #7


This supplement supersedes DCSC Supplement 1 to DLAR 1422.2, 4 Feb 87.


�
II.	Policy





Usage


Overtime will not be used for DCSC self-imposed deadlines unless fully justifiable in planned workload accomplishments to offset the increased expenditure of funds.


Annual leave will be scheduled to preclude, to the greatest extent possible, the need for overtime.


Tours of duty will be changed only when made in conformance with DLAR 1422.1, Hours of Duty, and in a manner consistent with the provisions of negotiated labor agreements.


Employees will be given as much advance notice as possible when scheduled to work overtime.  Except for emergency situations, employees will not be required to work overtime unless notified of assignment 24 hours prior to the end of their previous shift.


Adequate supervision will be maintained when five or more employees of a DCSC element are required to work overtime.  A lead employee will be designated by the responsible supervisor when less than five employees of a DCSC element are required to work overtime.


The Director, Office of Command Security (DCSC-I) will be notified of areas where overtime is to be worked on Center after normal duty hours, to include the number of personnel working, time and date of overtime tours, and the names and telephone numbers of area supervisors.  This notification to DCSC-I is required only for overtime worked on Saturdays, Sundays, holidays, and between 1800 and 0600 weekdays.  This notification is not required when the overtime involves additional individuals in an element normally staffed during hours overtime is to be worked.  Emergency telephone notification will be accepted when time does not permit submission of written notification.


Approval


Requests for approval of overtime hours, holiday premium hours, and compensatory hours to be worked will be approved by the Commander/Administrator of the serviced activity or may be delegated at their discretion.  For DCSC elements:  DCSC Directors/Office Chiefs/Personnel Staff are delegated authority to approve overtime hours, holiday premium pay, and compensatory hours to be worked within their approved operating budget or unit cost goals.  Names of individuals working overtime and the number of hours worked may vary from that approved; however, the total dollar amount approved may not be exceeded.  This authority may be redelegated by DCSC Directors/Office Chiefs/Personal Staff at their discretion, to the cost center level.


When an employee is assigned to TDY in the Continental United States (CONUS) and it is known that overtime will be required, prior approval and funds availability will be cited in the travel orders.  If overtime requirement or exact amount of overtime pay is unknown, traveler will obtain telephone approval and funds availability from the applicable DCSC element.  If a pay period ends while employee is on TDY and the employee worked overtime for which he is to be paid, verification of the actual hours of overtime performed will be telephoned to the appropriate DCSC element by an official at the TDY site, with a follow�on written verification requested


When an employee is assigned to TDY overseas, orders will cite prior overtime approval and funds availability in sufficient amount to preclude telephone/written communication exchanges.  Written verification of the actual hours of overtime performed and to be paid will be requested of an official at the TDY side on a regularly scheduled basis.
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Distribution


Overtime assignments will be distributed fairly and equitably among employees within the same job classification (series and grade) and/or within the same basic work/organization unit, whichever is applicable, except where the nature of the work/project makes this prohibitive.  Distribution of overtime will be governed by appropriate articles of negotiated labor agreements.


Except in emergency situations, Student Aids and temporary summer employees will not be assigned to overtime work.


Schedule


Callback overtime (i.e., unscheduled overtime, which requires the employee to return to the work site or on a day work is not scheduled) will be deemed to be at least 2 hours in duration for determining premium pay, whether in money or compensatory leave, as specified in Federal Personnel Manual (FPM) Supplement 990-2 and 45 Comptroller General 53 (B�154332 dated 2 August 1975).  


When an employee is assigned to work callback overtime in excess of 4 hours and food is not available at the job site, employees will be allowed a lunch break of sufficient length to obtain food from the nearest available source.


Compensation


All employees are entitled to overtime pay for hours worked in excess of 8 hours in a day or 40 hours in a week which are officially ordered or approved.  Absence from duty for paid leave, paid holidays, and compensatory time taken is considered “hours of work” in determining if an employee has worked overtime.  Upon request of a GS employee, the agency may grant an employee compensatory time off in lieu of overtime pay as specified in II N 6 and II N 7 below.  Wage Grade employees are not eligible to elect compensatory time off in lieu of overtime pay except for religious purposes.


An exempt employee whose rate of basic pay does not exceed the minimum rate for GS-10 is paid an overtime rate equal to 1 ½ times his or her hourly rate of basic pay.


An exempt employee whose rate of basic pay exceeds the minimum rate for GS-10 is paid an overtime rate equal to 1 ½ times his or her hourly rate of basic pay for GS-10.


A non-exempt employee is paid overtime for all hours of work which are ordered or approved and are in excess of 8 in a day or 40 in a week at a rate equal to 1 ½ times the employee’s hourly regular rate of pay.


An employee may be paid premium pay only to the extent that the payment does not cause his/her aggregate pay for any pay period to exceed the maximum rate for a GM-15.  This requirement does not apply when overtime entitlement accrues solely under the Fair Labor Standards Act (FLSA).


Upon request, exempt and nonexempt GS employees on a scheduled tour of duty may be granted compensatory time off in lieu of overtime pay for an equal amount of irregular or occasional overtime work.


Upon request, exempt and nonexempt GS employees on a flexible work schedule may be granted compensatory time off in lieu of overtime pay for an equal amount of overtime work without regard to whether the overtime work was irregular or occasional in nature.


Exempt GS employees whose rate of basic pay exceeds the maximum scheduled rate of GS�10, but is less than the maximum scheduled rate of GM-15, may be required to earn compensatory time in lieu of overtime pay for irregular or occasional overtime work.


Work in excess of 8 hours in a day or 40 hours in a week but not in excess of the Basic Work Requirement (BWR) of 80 hours per pay period, (i.e., due to Alternative Work Schedule) are not overtime hours.
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For Firefighters who are confined to their post of duty, hours in a standby or on-call status or while sleeping or eating are not creditable for the purpose of determining hours of work in excess of 8 in a day.  These employees are compensated by payment of an annual premium pay for regularly scheduled standby duty.


Overtime Pay While Traveling:


GS and WG employees who are nonexempt under FLSA are entitled to overtime pay for time spent traveling outside regular working hours for those hours determined to be “hours worked,” in accordance with criteria contained in the FPM.  A nonexempt employee must count as “hours worked” those hours in which he/she:


Performs work while traveling or the travel is incident to travel that involves the performance of work while traveling.


Travels as a passenger to a temporary duty station and returns the same day.


Travels on a non-workday during hours which correspond to his/her regular working hours.


Travels from one job site to another within the limits of the employee’s official duty station.


Travels under such arduous and unusual conditions that the travel is inseparable from work.


Travels as a result of an event which could not be scheduled or controlled administratively.


GS and WG employees who are exempt under FLSA are entitled to overtime for time spent traveling under Title 5 USC only when the overtime is “officially ordered or approved.”  Under Title 5 USC, time in travel status away from the official duty station is considered hours of work only when:


It is within the employee’s regularly scheduled administrative workweek, including regularly scheduled overtime hours.


It involves the performance of work while traveling or is incident to travel that involves the performance of work while traveling.


It is carried out under such arduous and unusual conditions that the travel is inseparable from work.


It results from an event which could not be scheduled or controlled administratively.


“Work” while traveling, as used herein, is a task that is performed as a part of the employee’s regularly assigned duties, such as guard duty, official courier, or one-time requirements for work while traveling that are officially ordered or approved.  Travel as a driver of a vehicle may also be considered work while traveling under FLSA, but is not normally considered work under 5 USC unless driving constitutes a principal duty of the employee’s job.


Compensatory Time.  Compensatory time will be accrued indefinitely and shall be paid automatically only when the employee either separates from DLA service or changes payroll offices.  When compensatory time is paid, it must be paid as overtime at the overtime rate in effect at the time the work was performed.


Claims of Overtime.  Nonexempt employees who claim entitlement to overtime for performing assigned duties should submit their claims to the Finance Services Branch (DCSC-RMF).  However, employees have the right to file their claims directly with the Office of Personnel Management (OPM), the Claims Division of the General Accounting Office (GAO), or the courts.  All claims for overtime performed more than four years ago must be forwarded to the 
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�
GAO for recording.  DCSC-RMF will forward claims requiring verification of employment to the Staffing Branch (DCSC-KSS) and will coordinate closely with DCSC-KSS in submitting overtime claims to the GAO.  No payment may be made on a claim that is not recorded by the GAO within 6 years from the date the work was performed.


Holiday Pay.  Any employee working on the day a Federal holiday is observed is entitled to pay at the rate of his basic pay plus premium pay at a rate equal to the basic pay rate for hours worked not in excess of 8.


Gratuitous Services


Acceptance of gratuitous services by an employee, for which no compensation is provided, is prohibited by the provisions of 31 USC 1517.


Supervisors are prohibited from requesting, suggesting, or approving voluntary services from an employee.  Gratuitous services may be accepted from FLSA-exempt employees provided such employees have agreed to waive any claim they might otherwise have for working excess hours and provided it is made clear to such employees that they are not required to work such additional hours and will not be compensated for the work.


Overtime worked by an employee subject to the FLSA (nonexempt) for the benefit of the agency, whether requested or not, must be compensated if the manager or supervisor suffers or permits the work to be performed.
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�
RESPONSIBILITIES





DCSC Directors/Office Chiefs/Personal Staff and serviced Tenant Activities, as applicable, will:


Comply with policy in paragraph II of this supplement and perform the functions specified in paragraph V B of DLAR 1422.2.


Establish controls to ensure that overtime work is not, in fact, performed except when payment for such overtime is intended; that it does not exceed their annual operating budget; is reported correctly on the employee’s DCSC Form 340, Individual Time/Attendance Record; and that work units produced during overtime period are reported.


Ensure that personnel assigned for overtime work are of appropriate grade and qualifications for the work to be performed.


Maintain auditable records of overtime pay and hours expended for regular, holiday, and special projects (MOWASP, SAMMS, DBMS, etc.).


Coordinate requests for overtime for Student Aids and temporary summer employees with DCSC-KSS Staffing Specialist to ensure compliance with the 700 hours work limitation and that the duties and hours to be worked comply with the laws of the State of Ohio, as contained in the Ohio Revised Code, Chapter 4109.  (Refer to paragraph II L 2 of this supplement.)


Notify DCSC-KSSC Handicap Coordinator of all overtime hours worked by handicapped employees temporarily appointed Not to Exceed (NTE) 700 hours.


Ensure that a letter is provided by tenants to DCSC-RMF authorizing certification of appropriate funds when overtime is performed by the DCSC element in support of tenant activity.


Maintain administrative and managerial records that will provide for management’s use, HQ DLA inspection, or reports to Command, as required by paragraph V B 6 of the DLAR, to include a listing of employees paid overtime totaling 60 hours or more during a quarter; and a listing of employees paid overtime in any amount where the basic rate of pay exceeds the maximum for grade GS-10 or the equivalent in any other pay system.


Notify DCSC�I of areas in which overtime is to be worked, in accordance with paragraph II J 6 of this supplement.


Ensure that employees going on TDY are made aware of procedure required to obtain approval of overtime while on TDY; reporting requirements and the need to have an official at the TDY site verify actual overtime worked.


Director, Office of Civilian Personnel (DCSC-K)  will maintain this supplement in accordance with DCSC Sup 1 to DLAR 5025.1.


Director, Office of Resources Management (DCSC-R) will:


Make reviews, when determined appropriate, required by paragraph V B 5 of the DLAR; recommend changed to organization, structures, operating procedures and/or staffing, as warranted.


Prepare this supplement for final authentication and publication in accordance with regulatory requirements.


Bulletin Board Custodians will maintain this supplement number and title on the list of regulations of concern to employees, indicating the location where it is available to employees to review.
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