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A GUIDE FOR SUPERVISORS 


AND EMPLOYEES




















Overtime is paid at the rate of one and one-half of an employee’s regular salary up to GS 10 step 10.





Comp time is awarded on a one for one basis (i.e. one hour overtime worked equal one hour comp time).





For employees that exceed the pay rate of GS 10 step 10, contact your local civilian personnel flight for guidance when overtime will be paid.  Comp time rules are the same as above.





Note:  Comp time cannot be earned for regularly scheduled overtime or for holiday work.































































































Non-exempt  employee are employees that are covered by the Fair Labor Standards Act (FLSA)





OVERTIME:  As a general rule, overtime work means each hour of work in excess of eight (8) hours in a day or in excess of forty (40) hours in an administrative work week that is officially ordered and approved by management and is performed by an employee.  It is work that is not part of an employee’s regularly scheduled administrative workweek and for which an employee may be compensated. Employees who are nonexempt under the Fair Labor Standards Act (FLSA) who are suffered and permitted to work overtime are entitled to overtime compensation.





Those employees who are non-exempt under the FLSA must receive overtime pay unless they request compensatory time off in lieu of payment.  





Exempt employees paid at the rate of GS-10 step 10, and below, receive overtime or compensatory time off by choice.  





Those paid at the rate that exceeds the maximum rate of GS-10 step 10 may receive overtime compensation or compensatory time off, however, management makes the determination to pay overtime or compensatory time off.





Administratively Uncontrolled Overtime (AUO) is an increment of up to 25% of basic pay paid on an annual basis for substantial amounts of overtime work that cannot be controlled administratively and that are required on an irregular basis. Most overtime situations are within management’s control; therefore, AUO situations will be very rare.








General Provision concerning overtime and compensatory


 time-off





Non-Exempt employees are those employees that are not exempt from the provisions of the Fair Standards Labor Act  (FSLA).





Exempt employees are exempt for the provisions of the FSLA.





Overtime is defined as time an employee spends in his/her principal duties over the normally administrative scheduled workday/week.





Principal activities are the activities that an employee is employed to perform.  They are activities that the employee performs during his/her normally scheduled workday/week.





Compensatory time-off is time-off credited to an individual for working overtime hours.  Compensatory time off must be approved in advance in writing.





Compensatory time-off must be granted to an exempt employee within a reasonable amount of time after the overtime is worked.  The limit for use of compensatory time-off is the end of the 26th pay period after which the overtime was worked.





Supervisors should ensure all compensatory time off is utilized in this time period. 








TEMPORARY DUTY (TDY)


Exempt Employees





As a general rule, exempt employees are not authorized overtime or compensatory time off unless:





Time spent traveling will be considered hours of work if:





 An employee is required to travel during regular working hours during regularly scheduled work days (Note: Overtime will only be paid in this situation if the employee had regularly scheduled overtime and travel was performed during this overtime schedule.  If the employee has regularly scheduled overtime and travels during his/her normal administrative workday, overtime will not be paid.


	


 An employee is required to drive a vehicle or perform other work while traveling.  An employee is required to drive a government vehicle for use at the TDY site and travel is conducted outside the normal administrative workweek, overtime would be authorized.  The individual opts to drive his/her personal vehicle to the TDY site in lieu of other forms of transportation, overtime is not authorized.





 An employee is required to perform other work while traveling.  This must be actual work that is related to the normal day-to-day job duties of the individual.  An individual opts to review course work or catch up on back work using his/her personal computer, overtime is not authorized.





	





TEMPORARY DUTY (TDY)


Nonexempt Employees





As a general rule, nonexempt employees are authorized overtime for TDY travel if performed outside their normal administrative workweek.





For example: A nonexempt employee is required to go TDY that requires travel on Sunday and return on Saturday.  The employee is authorized overtime for the periods of the travel only not the entire period of both days.





The employee completes the training and decides to return the same day so he/she can be home on the weekend.  Overtime is authorized only for the period exceeding the employee’s normal administrative workday and not to exceed the amount of time that was allowed by the agency.  (i.e. the employee leaves at 3:00 P.M. and arrives home at 10:00 P.M.  His/Her normal workday is 8:00-5:00.  The individual would receive credit for 5 hours overtime not 7.





An employee is authorized to go TDY that would require a four-hour flight.  The individual requests and receives permission to drive instead.  The employee would receive overtime based on the flying time not the driving time.  (An employee who is offered one mode of transportation, and who is permitted to use an alternative mode of transportation, or an employee who travels at a time other than that selected by the agency, shall be credited with the lesser of:





The actual travel time, which is hours of work.





The actual travel time, which would have been considered hours of work had the employee, used the mode of transportation offered by the agency, or traveled at the time selected by the agency.
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