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U.S. Department of Engy

Oak Ride Operations

ORO O 320
Chepter IV
Chage 1

DATE: 09/10/1999

SUBJECT: PAY ADMINISTRATION AND HOURS OF DUTY

1. PURPOSE This Chater correlates to DOE O 322.1A, PAY AND LEAVE
ADMINISTRATION AND HOURS OF DUTY, dated M@a8, 1998, lg assgning regponsibility
and accountabilt andproviding administrativeguidance to Oak Rgke Operations (ORO) and
Office of Scientific and Technical Information (OSTI). Nothin this issuance chgas ay
requirements contained in yiDOE Order.

2. CANCELLATION. This Chater cancels and places ORO O 320, Chter IV, PAY
ADMINISTRATION AND HOURS OF DUTY, dated S#ember 30, 1996.

3. APPLICABILITY. Theprovisions of this Chgter gpply to all ORO and OSTI eptoyees in
grades 1 throgh 15 of the General Schedule, incluglexcepted service eployees in
equivalentgrades (., GW), and all emloyees in the Federal Wa System (FWS).

4. RESPONSIBILITIES

a. Manaer, ORO, and Margr, OSTI

(1) Perform those tasks identified in DOE O 322.1A psuégraph 5e(1).

(2) Determine administrative dismissals forgoyees in the Oak Rgk commutiig
area.

3) Approve all deviations from established hours of work for the basic workweek
for entire oganizations.

b. ORO and OSTI Assistant Magexs with the concurrence of the Human Resources
Division, gpprove the final decision on gioyee rguests for review of determinations
to withhold withingrade increases angmove quality-step increases (QSI).

C. Manayer, Thomas Jefferson National Accelerator Facfiitte Office; Manger, Paducah
Site Office; Manaer, Portsmouth Site Office; and Mayea, Weldon $ring Site Office

1) Determine administrative dismissals for their comnguéireas.
(2) Advise the AMA of administrative dismissals.

d. Princpal Staff, ORO and OSThpprove deviations of more than one hour from the
established hours of work for individual pioyees.

DISTRIBUTION: ORO, OSTI, AND CONTRACTORS INITIATED BY: HUMAN RESOURCES DIVISION



ORO O 320
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e.

Chater IV, Chg. 1

Swpervisors

(1)
(2)

®3)

(4)

()

(6)

()

(8)
(9)

(10)

Approve work schedule variations for educatiomaiposes.

Approve withholdirg of regular within-grade increases, with the concurrence of
the Human Resources Division.

Approve or del absences for rgious observances.
Approve other deviations, for other than educational variations amgubuedi
observances, of not more than one hour from the established hours of work for

individual enployees.

Certify Time and Attendance perts that overtime or copensatoy time has
beenperformed or that nonovertim@emiumpay (eg., night pay) is gpropriate.

Approve official time for an employee in a dut status to devefpa request for
reconsideration when a withgrade increase is denied.

Approve establishment of regeriods for situations in which the flow of work
cannot be interppted at the discretion of the playee.

Recommend a convalesgianployee’s home as an official dustation.

Prgpose QSI for emloyees whosgerformance meets criteria in their established
performance standards.

Deleate pecific and limited rggonsibilities in the above areas to team leaders
under their spervision.

Team Leaderperform a limited number of the qgansibilities listed under syaragraph
4e of this Chpter as pecifically delegated to them yptheir sypervisors.

Director, Human Resources Division

(1)

Reviews and concurs proposals for:

(@) Withholdirg of regular withingrade increases.

(b) Absences of more than one full workdar religious observances.
(© All denials of absences for rgiibus observances.

(d) Official time exceedig a total of 8 hours to deval@ rajuest for
reconsideration when a withgrade increase is denied.
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Chapter IV, Chy. 1 ORO O 320
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2 Approves or coordinates [Partment of Labor gproval of the disallowance of
Continuation-of-Pg during an enployee’s tenporary total disabiliy.

3) Determines rates of bagay, including:
(a) Application of the hjjhestprevious rate rule.

(b) Rate aplistments for General Schedulgetvisors of Federal Ve
System erployees.

(4) Approves @pointments at GS-11 and above at rates above the minimum because
of a candidate’s qerior qualifications.

(5) Reviews and concurs proposals for QSI.

5. REQUIREMENTS AND PROCEDURESSee Attachment 1 of this Gttar.
6. REFERENCES
a. 5 CFR Part 550, whigiovides rgulationsgovernirg pay administration.
b. DOE 3330.2, PRIORITY PLACEMENT AND CONSIDERATION, dated October 8,
1986.
C. DOE O 331.1A, EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM, dated
June 15, 1999.
d. ORO O 530, Chaer IV, TIME AND ATTENDANCE REPORTING, dated Jull5,
1996, and apsubseuent revisions.
7. DEFINITIONS None.
8. CONTRACTOR REQUIREMENTS DOCUMENTNonNe.

9. ATTACHMENTS.

Attachment 1 - Rguirements and Procedures folyRsdministration and Hours of Dyt
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ORO O 320 Chater IV, Chg. 1
09/10/1999 Attachment 1

REQUIREMENTS AND PROCEDURES FOR
PAY ADMINISTRATION AND HOURS OF DUTY

1. Within-Grade Increases for GS Hloyees

a. Acceptable Level of Competence

(1) The first-level spervisor will communicate a level of cetence determination
to each employee as soon gmssible after copletion of theprescribed waitig
period or otheperiod yon which it is based. Certifications will be cpleted
on a Within-Grade Notice. The determination will be done in accordance with
ORO 0O 330, Chater |, DEPARTMENTAL PERFORMANCE APPRAISAL
SYSTEM, to beublished.

Upon receivirg each level of copetence determination form from Hepirters,
the Human Resources Division will veridll preprinted data and refer the
Within-Grade Notice to thepgropriate certif/ing supervisor.

(2) At least 60 dgs prior to theproposed effective date of a withgrade increase, if
possible, the ceryiing sypervisor will notify an enployee in writirg of ary
defect in theguantity and/orquality of his/her work which maresult in a
negative determination. If circumstanga®vent a 60-daprior notice, and the
increase is withheld, the cetfiiig official will complete a spplementay
determination 60 des after the date the withigrade increase was gmally due.

3) Any ngyative determination must be concurred yrtlhe Human Resources
Division. In addition to the Within-Grade Notice, the official hayauthoriy to
withhold a rgular increase will notif the enployee in writirg of (see
sulparagraph 4e(2) of this Chater):

€) The reasons for the gaive determination and the areas in which the
employee must irprove his/heperformance to receive an increase.

(b) The enployee’s rght to secure reconsideration from thprapriate
Assistant Manger.

(© The need to muiest reconsideration in wrigrwithin 15 calendar des.

V-4



Chapter IV, Chg. 1
Attachment 1

ORO 0O 320
09/10/1999

b. Reconsideratian

(1)

(2)

®3)

(4)

(5)

All requests for reconsideration must:
(@) Be in writirg.

(b) Be submitted within 15 calendarydaafter the notice of gative
determination is received.

© State the reasons wthe ngative determination should be overturned.
If in a duy status, an eptoyee who intends to gaiest a reconsideration is
entitled to a reasonable amount of official time to review the material which
supports the ngative determination and fwepare his/her rggnse. Whenever
the total time off rquested will exceed 8 hours, theuest must:

(@) Be in writirg.

(b) Explain why additional time is necessar

(© Be concurred inypthe Human Resources Division.

An enployee has the ght to have a gresentative of his/her own choogiim
presentilg a request for reconsideration.

(@) Any enployee r@resentative must be dgeated in writirg.
(b) If a DOE enployee is selected as goresentative, the choice will be
allowed unless the gaestor’s and/or the peesentative’s quervisor

determine that the choice:

1 Conflicts with thepriority needs of DOE.

N

Would result in unreasonable costs.

lw

Represents a conflict of interept'sition.

The official reponsible for makig the final decision will determine whether an
additional investiation is necessar If the enployee and/or theersonnel
representative make @gersonalpresentation, a written sumnyaor transcrpt will
beprepared in addition to the writtenpert of the overall invesgation.

The Human Resources Division will establish and maintain qfogee
reconsideration file as soon as guest is received.
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ORO O 320 Chater IV, Chg. 1
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(@) The file will include cpies of the written ngative determination; the
employee’s rguest for reconsideration; thepat of ary investpation; a
summay or transcipt of ary personapresentation; and the final
decision on the mpiest.

(b) All documents in this file will be made available to theplyee or
his/her r@resentative.

(c) If the enployee makes personabpresentation, and a sumrgaather
than a transagpt is made, he or she will lggven an @portunity to
submit a written exqation to the summarwithin 5 calendar dgs after it
is provided to him/her.

(of Quality Increases

(1) The immediate servisor will prepare the DOE F 3550.2, “Nomination for
Quality Increase,” and a Standard Form 52, {&est for Personnel Action,” and
submit to the Assistant Mager for gproval. The nomination will be
coordinated thragh the @propriate members of the Prinal Staff.

2 Following approval, the Personnel and Mageament Ana}sis Branch will
conplete the necessadocumentation, includmma DOE F 3550.1, “QualitStep
Increase Certificate,” fgpresentation to the gutoyee.
3 A QSI will be effective the first fulbay period following the date of pproval.
2. Hours of Duy.

a. Normal Basic Workweek

Q) Workdas: Mondg throwh Friday, 8:15 a.m. to 5:00.m., with a 45-minute
lunch break to be taken between 11:00 a.m. and®r00

(2) Nonworkdgs: Saturdg and Sundga
b. Alternative Work Scheduled-or enployees eljible to select an Alternative Work

Schedule, see ORO O 340, @taa |, ALTERNATIVE WORK SCHEDULE
PROGRAM, dated Stember 7, 1996, and wisubseuent revisions.

C. Educational VariationslIf a course will guip an enployee for more effective work
within DOE, he or she nyarequest an exgaion to the normal basic workweek. No
deviation will be @proved if it would result in overtimpay to either the eployee or
his/her spervisor. Other forms gfremiumpay (eg., night pay) will not bepaid if the
deviation is authorized soleto enable the eptoyee to attend school.
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ORO 0O 320
09/10/1999

d. Absences for Rajious Observances

(1)

(2)

If the regquested absence exceeds 1 full woykdiamust be submitted thrgh the
Human Resources Division, fopgaroval.

The concurrence of the Human Resources Divisiongisreel when ay request
is denied.

3. Premium Pga- General
a. Entitlements Premiunpay will be administered in accordance with 5 CFR 550.
b. Time Units All forms of premiumpay will be gpproved and comensated for in units of

full hours and 6-minute intervals.

4, Overtime Pq.

a. Definitions

(1)

(2)

For enployees suject to the Alternative Work Schedule Bram, “overtime
hours” are all hours worked in excess of 8 hours inyg@&ours for employees
who have selected a VWS) or 40 hours in a week (80 hoursayn@eriod for
employees who have selected a VWS), which are offigiattered in advance,
but not includimg credit hours.

Other emloyees are sybct theprovisions of 5 CFR 550, and if nonexpiyto

the provisions of the Fair Labor Standards Act (FLSA) as well. At a minimum,
sypervisors must be thorghly familiar with the fact that overtime which is gnl
“suffered orpermitted” is nevertheless a basis poemiumpay under FLSA.

b. Approval. Adequate writterjustification is rguired to demonstrate that overtime is
actually needed and is cost-effective. Thelaration must be recorded on the electronic
overtime authorization form and must Ipesific as to the tasks to Iperformed and the
reason(s) wirthe work could not be accaiished durimg the reggular workdg. The
explanation must be detailed andgua phrases avoided.

C. Conpensatoy Time.

(1)

Premiumpay provisions under Title 5, U.S. Code, and under the FLSA do not
apply to conpensatoy overtime workperformed to makepfor absences for
religious observances. Ehoyees myg work such corpensatoy overtime either
before or after the absence lpmade p. However, when the absence is
granted in advance, it will normglbe made pby a correponding amount of
compensatoy overtime ly the end of the second fydéy period following that in
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which the absence occurred. If agenrepaymentperiod ispermitted, the
reasons will be documented on the Time and Attendance (T &@a)trior the
pay period durirg which such a “late” rgayment is made.

(2 Provisions for th@ayment, schedulig, and rejuestirg use of corpensatoy
time, and the statutgdimit on overtime earnigs, are described in DOE O
322.1A. Thes@rovide that, with certain expdons, enployees are mguired to
use cormpensatay time to their credit ¥ no later than the 26ty period
following thepay period in which it was earned, or theill be paid for it at the
end of thaperiod, or it will be forfeited (deendirg on their exermt/ non-exempt
status).

3 Informationpertainirg to conpensatoy time balances and pixation dates will
continue to ppear on the DOE Year-to-Date et furnished to spervisors and
team leaders.

Reporting. A cqpy of the electronic form, “Overtime Reest and Authorization for
Payment,” will be prepared at least one weekior to the actual overtime/cqmansatoy
time to be worked. The form will show the amount of overtimefmoreatoy time that
is goproved and the glanationjustification for it. Once mgularly scheduled
overtime/conpensatoy time has been authorized, the cgnti official may gpprove its
use merel by signing the gopropriate T&A Reoort.

Schedulig of Travel Even when the eployee’s work schedule, the lgth of the trp,
and/or the availabiljt of commercial transortation make it irpossible to travel entirgl
during regular working hours,premiumpay for overtime/comensatoy time is usuai
not payable. Travel should be scheduled dgriegular workirg hours insofar as it is
practicable.

OPM raulationsprovide that time in travel status ayvexom the official duy station is
deemed hours of gutoyment for overtimeoay purposes onf in a few pecific
circumstances. g@ratirg officials will consult with their Personnel Magement
Specialists before authorizyovertime/corpensatoy time for travelpurposes.

Time in travel status which is (a) outside of normal waghkiours and (b) entitles an
enployee to overtime/copensatoy time must be gproved in accordance with
sulparagraph 4e(5) of this Chgater.

5. Continuation of Pa(COP)

a.

General The Federal Eployees Comensation Act (FECAprovides that an ephoyee
who sustains a teporaly total disability from ajob-related traumatic jary is entitled to
continuation of rgular pay for aperiod not to exceed 45 calendayslavithout chage to
annual or sick leave. An gioyee who has suffered such ajuiy will complete a
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Form CA-1, “Federal Eployee’s Notice of Traumatic jary and Claim for Continuation
of Pay/Conpensation.” The Form CA-1 mae conpleted ly anothermperson, includig
the syervisor, actig on behalf of an ijured enployee who is incpacitated. This form
must be completed within 30 dgs of the ifury and rgardless of whether the disabjlils
expected to continue more than 45/da

The FECA is administered in accordance witlp&ément of Labor mgulations, and this
section is restricted gorocedures which iplement the CORrovisions of the FECA.
The 45 dgs do not have to be continuous or consecutivey dg or fraction of a dg
on which the emloyee is absent countgainst the 45-damaximum. The 45 de will
start on the first full dawhen disabiliy begins. COP must be used within 90/daf the
first return to work after an jary.

b. Initiation. When an employee sustains a traumatic, disaglinjury in theperformance of
duty, it is his/her rggonsibility to report that fact to the qervisor at the earliest
opportunity. Failure to do so can result in §eetion of claims for FECA benefits,
including COP. Once the pert is made, the eployee and the gervisor both have
regonsibilities under the FECA fareparing the gpropriate claim forms. The
ORO/OSTI Occpational Health Nurse serves as the cemiait of contact for all FECA
claim matters and assists goyees and quervisors in dischging their reponsibilities
under all apects of the FECA.

If COP is allowed, and all geirements are clegrimet (i.e., notification, traumatic
injury, work-relatedness, etc.), thepeopriate certif/ing official need ory annotate the
T&A report for that erployee and attach a cqheted CA-1. No additionalpgrovals for
COP are rguired in these cases.

C. Disallowance of Claim Based on information submitteg the enployee and/or
obtained on invegation, the rggonsible member of the Primpal Staff must recommend
disallowance of COP when one of the conditiqmecgied in Dgoartment of Labor
criteria is believed to exist.

If the Human Resources Division concurs that one of or more of these conditions exists,
he or she will pprove termination opay, make the necesganotifications, and execute

ary requiredpersonnel actions. In all other cases, COP will not be denied without the
prior concurrence of the [partment of Labor.

d. Conputation of COP Paments If the enployee has sigped work due to the disabtin
effects of the ifury, theperiod starts at the baning of the first full dg on which the
disability begins. The dg on which the ijury occurs is counted as administrative leave.
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