ORS MANUAL, GENERAL ADMINISTRATION No. 2
PAGE 2
DATE: March 12, 1996

REPLACES:

ISSUING OFFICE:  OAM, EO

OVERTIME

TOPIC:

Overtimetc \l2 "Overtime
PURPOSE:

To ensure proper overtime procedures are being used when requesting, authorizing and documenting overtime work throughout the Office of Research Services (ORS).

COVERAGE:
This policy covers all ORS employees, including General Schedule and Federal Wage Grade employees, with the following exceptions:

1)
Sworn police officers below the rank of Captain;

2)
Fire fighters;

3)
Commissioned Corps;

4)
Student Stipend Programs; and, 

5)
Senior Executive Service.

These excepted groups are covered under other ORS, NIH or DHHS policies.

REFERENCE:
(
HHS Instruction 550-1, (Premium Pay(
(
5 CFR 532-503, (Overtime Pay(
POLICY:

It is the policy of ORS to provide employees with premium pay in accordance with Federal laws, regulations and policies of the NIH and the DHHS for all work performed on an overtime basis, on holidays, at night or any other appropriate situation when the duty hours exceed the administrative workday of an employee.  

Overtime is paid for work approved, ordered and performed in excess of 8 hours in a workday or in excess of 40 hours in an administrative workweek, with the exception of those employees who work alternative or compressed work schedules.  These employees receive overtime pay for work in excess of those specified hours that constitute the alternative or compressed work schedule.

Overtime should only be used for irregular or occasional situations when the work cannot be performed during the regular administrative workday or workweek.  There are times when emergency overtime is to be expected or call back situations arise, but emergency overtime must be an exception and not the norm.  Therefore, managers should be prudent when approving overtime, especially in conjunction with sick or annual leave requests.

DEFINITIONS:


Administrative workweek:  a period of 7 consecutive days, Sunday through Saturday.

Call back overtime:  occurs when employees are required to return to work after leaving the work site and/or perform work on a day for which they are not scheduled to work.  A minimum of 2 hours overtime is credited (see 37 Comp. Gen. 1 and B-217502, October 31, 1985).

Compensatory Time:  compensation for overtime work on the basis of time off equal to overtime work performed.  Compensatory time that is not used in 8 pay periods will automatically be paid at the overtime rate at which it was earned.  Wage Grade employees are not eligible for compensatory time.

Fair Labor Standards Act (FLSA):  regulates the hours of work and pay including overtime for certain Federal employees.  The ORS Personnel Management Branch (PMB) has responsibility for identifying which employees are non-exempt (i.e., employees covered by the Act).

FLSA exempt employees:  employees who are not covered by the FLSA standards, but by Title 5 of the Code of Federal Regulations (CFR).

Irregular/occasional overtime:  overtime work that is scheduled after the beginning of the administrative workweek in which the overtime is to be performed. 

Regularly scheduled overtime:  overtime work that is scheduled and approved before the beginning of the administrative workweek in which the overtime is to be performed.

PROCEDURES:
A.
Form NIH 1962-10 must be used when requesting overtime work and for signing in and out while performing overtime.  On the front of the form is the "Request for and Authorization of Overtime Work" and on the back is the "Overtime Attendance Report".

B.
The requesting supervisor must complete the front of NIH 1962-10 for all employees scheduled to work overtime work.  The request must include a justification stating why the overtime is needed and why it cannot be done during the normal working hours.  The requesting supervisor must sign at the bottom.  

C.
All overtime must be authorized and dated by the supervisor one level above the requesting supervisor before the overtime is worked (except in emergency or call back situations as explained below).  Employees will not be compensated for overtime work unless the work is ordered/scheduled and approved with this form.

D.
In emergencies or call back situations, the supervisor one level above the requesting supervisor may give verbal approval to work overtime.  However, all supporting documentation (NIH 1962-10) must be completed and authorized on the following regular workday by the appropriate officials.

E.
Each NIH 1962-10 form should cover no more than one pay period and one timekeeper.  If overtime work needs to be completed during more than one pay period or the employees requested to work overtime are covered by more than one timekeeper, then additional forms must be used.  If the request is for more than twelve employees, additional forms with only the names and justifications filled in can be attached (as long as all signatures are included on the initial attached request).

F.
All employees authorized to perform overtime work must sign in and out on the back of  NIH 1962-10 which has already had the front signed, dated and authorized by the supervisor one level above the requesting supervisor.

G.
The back of NIH 1962-10 must be completed by:

1)
having each employee sign their own name when arriving and leaving work;

2)
recording time in and time out with a.m. or p.m. as appropriate; and, 

3)
completing the meals from and to columns for meal breaks taken.

H.
The back of the form must also contain the requesting supervisor(s signature indicating the work was completed by the employee(s). 

I.
The timekeeper should transfer the overtime hours worked directly from the back of the completed form to the TAIMS (Time and Attendance Information Management System) record.  After the transfer has been completed, the timekeeper should sign and date in the space provided.  No overtime may be recorded to TAIMS unless the appropriate NIH 1962-10 has been completed and submitted for the record.

J.
Exception to the sign in/out policy is granted to organizations using approved time recording devices.

K.
All time and attendance records including, but not limited to overtime records, must be maintained by the timekeeper at the work site for a period of three years.

L.
Overtime work must be directly supervised whenever it is practical and physically possible.  When this is not feasible, the quantity and quality of the work completed during the overtime period must be reviewed by the supervisor the following regularly scheduled workday.

M.
Additional procedures specific to each Division or the Offices of the Associate Director for Research Services may be developed to expand this policy, provided the minimum requirements set forth herein are met. 

This policy focuses on ORS overtime issues.  Refer to the references cited above for additional guidance on general overtime issues not covered herein.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

