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SECTION 412 OVERTIME AND COMPENSATORY TIME

1.  Policy
    a.  Overtime work will be restricted to cases of necessity (such as emergencies, incidences where savings can be clearly demonstrated by the use of overtime or where the Commanding Officer can demonstrate that the overtime or compensatory time cannot be accomplished during normal working hours) and must be ordered or approved in advance, unless the exigency of the situation prevents prior approval in which instance written approval will be accomplished not later than the first normal working day after the work.

    b.  The approval of overtime or compensatory time will be vested in the commander or commanding officer or, as delegated in writing, to at least one organizational level above the level ordering the use of overtime or compensatory time.

    c.  Authorization of overtime or compensatory time work will be in writing in advance of the performance of the work, except when the exigency of the situation prevents prior approval, in which instance written approval will be accomplished not later than the first normal working day after the work.  NAVCOMPT Form 2282, Overtime/Compensatory Time Request and Authorization, is available for this purpose.  Overtime and compensatory time worked will be recorded on the standard timecard or timesheet as prescribed by the payroll office.

    d.  Based upon effectiveness in meeting schedules and when resulting in overall savings, consideration should be given to:

        (1) Utilization of part-time and intermittent employees, and full-time employees in temporary positions.

        (2) Contract work, if not in conflict with generally accepted practices of government employment.

        (3) Maximum use of shift work.

2.  Authority.  The head of the activity or designated official(s) will approve/disapprove overtime work.

3.  Scope.  This section applies to all civil service employees except those who receive annual premium pay, such as firefighters.  (Overtime pay for such employees as governed by the provisions of CPI 550.S1 and 5 CFR 551.541.  Guidance on these provisions is provided separately to activities that have such employees.)

4.  General
    a.  Overtime.  All hours of work officially ordered or approved in excess of the employee’s basic workweek constitute overtime work; this is generally work in excess of eight hours a day or 40 hours a week.

    b.  Call-back Overtime.  If an employee is called back to work, any unscheduled overtime work the employee performs will be considered to be at least two hours in duration for overtime pay purposes.  (Example:  An employee who normally works 0800-1700 is called back to work at 1900 to perform an emergency job.  The job requires only one hour.  The employee must be paid for two hours work at his/her overtime rate of pay.)

5.  Entitlement to Overtime Pay
    a.  For an employee whose basic pay rate does not exceed the minimum rate for grade GS-10, the overtime rate of pay is an amount equal to one and one-half times the hourly rate of the employee’s basic pay rate.

    b.  For an employee whose basic pay rate exceeds the minimum rate for grade GS-10, the overtime rate of pay is an amount equal to one and one-half times the hourly rate of the minimum rate for grade GS-10.

    c.  The overtime rate for wage grade employees is the rate of one and one-half times their rate of basic pay.

6.  Holiday Pay.  An employee who is assigned to work on a holiday will be paid at his/her regular rate of basic pay plus premium pay at a rate equal to the rate of basic pay.  If the employee is required to perform holiday duty, premium pay is paid for two hours even though the work does not last as long as that.  An employee who is assigned overtime work on a holiday is paid in the same manner as for overtime work performed on other 

days.  (Example:  An employee who works from 0800-2000 on a holiday receives holiday pay for the first eight hours, and overtime pay for all time in excess of the eight hours.)

7.  Night Pay.

    a.  General Schedule Employees.  An employee is entitled to a night shift differential of 10 % of his/her basic pay for performing regularly scheduled work between 1800 and 0600.

    b.  Wage Grade Employees.  An employee is entitled to pay at his/her scheduled rate plus a differential of 7-½ % of the scheduled rate for regularly scheduled overtime work when a majority of the work hours occur between 1500 and 2400; or 10% of the employee’s scheduled rate if the majority of work hours occur between 2300 and 0800.  The night shift differential is 

paid for the entire shift when the majority of hours, meaning a number of whole hours greater than one-half (including meal breaks), fall within the specified periods.

8.  Pay for Sunday Work.   A full-time employee who performs regularly scheduled work on Sunday will receive, in addition to his/her rate of pay, premium pay at a rate equal to 25% of his/her basic/hourly rate of pay for each hour of regularly scheduled Sunday work not in excess of eight hours.  When an employee has two separate tours of duty on Sunday (such as a tour of duty that begins on Sunday and concludes on Monday), he/she is entitled to premium pay for Sunday work for not to exceed eight hours for each tour of duty, unless the employee is on a compressed work schedule, in which case the entire regularly scheduled daily tour of duty constitutes Sunday work.  Pay for regularly scheduled Sunday work is in addition to premium pay for holiday work overtime pay, or night differential, if applicable.

9.  Compensatory Time for General Schedule and Federal Wage System Employees
    a.  FLSA exempt General Schedule (GS) employees, whose rates of basic pay are in excess of the maximum rate of grade GS-10 should be required to accrue 80 hours of compensatory time off in lieu of overtime pay for irregular or occasional overtime work they are required to perform.  All other GS employees may either elect to be paid overtime or may request compensatory 

time for such overtime work.  If a request for compensatory time is disapproved by management, the employee will be paid overtime.  When employees are required or have been authorized to take compensatory time off in lieu of overtime pay, definite time schedules should be established affording them the opportunity to take the time off.

    b.  Compensatory time off is granted in amount equal to the amount of overtime worked.  Compensatory time off will be granted within a reasonable period of time after the overtime work is performed.  To the extent practicable, employees should be permitted to use their compensatory time when it is convenient for them.  All such time off must be taken only during the basic 40-hour work week.  Compensatory time may be used in increments of 15 minutes.  Normally, compensatory time off will be granted before annual leave is approved.

    c.  Compensatory time earned before 8 June 1997, but not used prior to 7 July 1998 will be placed in an “old compensatory time account” on that date.  Any compensatory time earned after 8 June 1997 is placed in the “current compensatory time account.”  Old compensatory time shall be charged only if the employee has insufficient current compensatory time to cover the compensatory time requested.  Within each type of account, the oldest compensatory time shall be charge first.

    d.  Compensatory time must be used by the end of the 26th pay period after it is earned.  Compensatory time not used during the established time period shall be paid at the overtime rate at which it was earned.  There are no longer any limitations on the maximum number of hours of compensatory time an employee may accumulate before it is paid as overtime pay.

    e.  If an employee is not in a use or lose annual leave situation and has a compensatory time balance of one hour or more, annual leave taken will be converted to compensatory time used and reflected on the leave and earnings statements.

    f.  Compensatory time will be used or paid as overtime prior to transfer to another employing command/activity.  This will be done even if the payroll office does not change.

    g.  Compensatory time off may not be granted where payment of the extra work at overtime rates would be improper, as in the 

case of employees limited to total pay period earnings amounting to the basic pay for the maximum scheduled rate of grade GS-15.  Compensatory time off which may be earned by such an employee in any one period is limited to the number of hours for which there would otherwise be an entitlement to overtime compensation before reaching the limitation on total pay period earnings.

10.  Adjustment of Work Schedules for Religious Observances
    a.  Employees whose personal religious beliefs require abstention from work during certain time periods may elect to engage in compensatory overtime work for time lost for meeting those religious requirements.

    b.  To the extent that such modification on work scheduling does not interfere with the efficient accomplishment of the activity’s mission, an activity is expected to afford the employee the opportunity to work compensatory overtime and will grant compensatory time off to an employee requesting such time off to meet religious requirements.

    c.  All employees, including SES, GS, and Federal Wage System (FWS), may be granted compensatory time off for religious observances, despite the fact that they may not be otherwise entitled to receive premium pay.  Compensatory time off for religious purposes does not in any way involve the payment of premium pay for any work performed in excess of an 8-hour workday or a 40-hour workweek.  An employee who earns a given amount of compensatory time for religious observances cannot elect to be paid for that time; he or she has merely substituted time which, unlike traditional compensatory time off granted under 5 U.S.C. 5543, cannot replace, or result in, that employee’s entitlement to premium compensation, except as noted in paragraph d. below.

        (1) The maximum credit balance will be limited to 40 hours.  Excess hours will be converted to paid or unpaid leave.

        (2) Religious compensatory time credit hours not worked within 90 days will be converted to paid or unpaid leave.

    d.  When an employee separates or transfers to another agency, the employee will be compensated for excess religious compensatory time worked at the basic rate of pay in effect at 

the time worked.  In this regard, earned religious compensatory time remaining in an employee’s special account upon separation/transfer will be treated in the same manner as compensatory time worked in lieu of overtime pay.  Conversely, if the employee has been advanced religious compensatory time and has a negative balance in the special account at the time of separation/transfer, an indebtedness is created.  This indebtedness may be satisfied by a charge to annual leave or the time may be charge to leave without pay.

    e.  Activities are not required to establish work schedules based solely on the needs of their employees to comply with their religious obligations.  It remains the primary responsibility of an activity to schedule the work of its employees to best accomplish the mission of the organization.  While the Department of the Navy policy has always given consideration to religious days of rest when initially establishing work schedule, it is not always possible to meet each employee’s particular religious needs.  This authority provides an individual the opportunity to request occasional adjustments in work schedules if an activity is unable to accommodate the religious needs of an employee.  Management, however, retains the authority on all requests.
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