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including their Subsidiaries
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Subject . Non-Monetary Remuneration for Overtime Services Rendered

1.0

2.0

3.0

4.0

Purpose

To provide a uniform policy on the availment of compensalory lime-off, in lieu of
overtime pay, pursuant to Seclion 1 (d) of Administrative Order No. 103,
"Directing the Continued Adoption of Austerity Measures in the Government™

Coverage

This Circular shall cover incumbents of positions of chief of division and below
under permanent, temporary or casual status, and contractual personnel whose
employment is in the nature of a regular employee.

Exemplion
This Circular does not cover the following government personnel:

31 those occupying positions whose ranks are higher than chiefs of division;
3.2 those appointed to positions in the Career Executive Service (CES),

3.3 elective officials; and

3.4 military and uniformed personnel.

Definition of Terms

Compensatory Overtime Credit {COC) refers to the accrued number of hours

an employee eamns as a result of services rendered beyond regular working
hours, andlor those rendered on Saturdays, Sundays, Holidays or scheduled
days off without the benefit of overtime pay.

Compensatory Time-Off (CTO) refers to the number of hours or days an

employee is excused from reporting for work with full pay and benefits. It is a
non-monelary benefit provided to an employee In lieu of overlime pay.



510 Guidelines

5.1

5.3

5.4

Employees are required to render forty (40) hours of work in a week,
subject to the work schedule adopted by the agency. In the exigency of
the service, employees may be required to render services beyond
regular working hours.

The Head of Office shall determine the need for overtime services. In this
regard, the Office concerned shall issue an oflice order specifying the
date and time for rendition of overtime, and its purpose.

Overtime services may be authonzed for the foliowing activities:

a.

k

completion of infrastructure and cther projects with set deadlines
when due to unforeseen events the deadline cannot be met without
resorting to overtime worl

relief, rehabilitation, reconstruction and olher related work or
services during calamities and disasters;

work related to school graduation/registration where the additional
work cannot be handled by existing personnel during regular
working hours;

work involving the preparation for and administration of government
examinations, including the prompt correclion and release of results
thereof where existing personnel are not adequate to handle such
work during regular working hours;

seasonal work such as budget preparation and rendition of annual
reports to meet scheduled deadlines;

preparation of specialfinancialfaccountability reports required
occasionally by central monitoring agencies like the Congress of the
Philippines, Office of the President, Commission on Audit,
Department of Budget and Management, and National Economic
and Development Authority:

the provision of essential public services during emergency
situations, such as power and energy, water, distribution and control
of basic staples, communication and transportation, medical and
health services, peace and order, and security;

implementation of special programs/projects embodied in
Fresidential directives and authaorizations and with specific dates to
complete, which are in addition to the regular duties of the
employees,

legal senvices to facilitate the dissolution of
casesiresolutions/decisions;

services rendered by drivers and other immediate staff of officials
when required to keep the same working hours as their superiors;
and

such other activities as may be determined by the head of agency.

Computation of COCs

The COC is expressed in number of hours, computed as follows:
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2.4.1

5.4.2

For overtime services rendered on weekdays or scheduled work
days:

COC = number of hours of overtime services x 1.0

For overtime services rendered on weekends, holidays or
scheduled days off:

COC = number of hours of overtime services x 1.5

Accrual and Use of COCs

2.9.1

9.5.2

Each employee may accrue not more than forty (40) hours of
COCs in a month. In no instance, however, shall the unexpended

balance exceed one hundred twenty hours {120) hours.

The COCs should be used as time-off within the year these are
eamed. The unutilized COC should not be carried over in the
ensuing year, hence, are non-cumulative.

28.3 The COCs shall be considered as official time for the following

purposes:

9.5.3.1 compliance with compensation rules relative to the
entitement to  PERA, Additional Compensation, year-
end benefits, and other benefits received on a regular
basis; and

2.9.3.2 computation of service hours for entitlement to sick and
vacation leave credits, and step increment due to length

of service.

Lirmnitation on the Use of COCs

561 The COCs cannot be used to offset undertime/s or tardiness

062

2.6.3

incurred by the employee during regular working days.

The COCs eamed cannot be converted to G-EIEI'], hE!r‘I.t'.:E, dare non-
commutative.

The COCs will not be added to the regular leave credits of the
empioyee. Hence, it is not part of the accumulated leave credits
that i1s paid out to the employee.

Effect on Personnel Movement

9.7.1

In cases of resignation, retirement, or separation from the service,
the unutilized COCs are deemed forfeited.
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5.7.3

in case of detail, secondment or transfer to ancther agency, the
COCs earned in one agency cannot be transferred to another
agency, nor could the employee receive the monetary equivalent
thereof.

in case of promotion, except when promoted to a position not
qualified to receive overtime pay under previous issuances, the
employee will retain his or her accrued COC.

2.8  Issuance of Certificate of COC Earned
An employee who has earmed COC shall be granted a Certificate of COC
Earned (Annex A) duly approved and signed by the Head of Office. The
ceilificale indicates the number of hours of earned COC by the employee
in a month. The certificate would be issued at the end of each month.

9.9  Availment of CTO

591 The CTO may be availed of in blocks of four (4) or eight (8) hours.
Agencies adopting alternative work schedules should make
parallel adjustments in the availment blocks, tantamount to either
a half or full day leave from work.

2892 The employee may use the CTO continuously up to a maximum of
five (9) consecutive days per single availment, or on staggered
basis within the year.

593 The employee must first obtain approval from the head of the
agencyfauthorized official regarding the schedule of availment of
CTO. The management shall accommodate, to the extent
practicable, all applications for avaiment of CTO at the time
requested by the employee. In the exigency of the senvice,
however, the schedule may be recalled and subsequently
rescheduled by the Head of the Officefauthorized official within the
year,

Procedures

The following procedures shall be observed in the rendition of overtime services
and availment of compensatory time off;

6.1

6.3

Issanes of Ofice Order

The Head of Office/authorized official issues an
Office Order authorizing the rendition of overtime
services and indicating the tasks to be completed
and the expected time of completion.

The employee renders overtime services as
stipulated in the Office Order.

The Human Resource Management Office
prepares a summary of overtime services rendered

by thea Head of Offiee
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7.0

in a maonth, and computes the eqguivalent COCs, for
the purpose of the issuance of the COC Certificate. (P

5.4 The Head of Office issues the Certificate of COCs,

Teragwre  of Cppllems o

specifying the number of COCs eamed in a month. ©OCH by the Bend o OBt
|
6.5 The employee requests approval from the Head of Reuest for Appeovalef [ - —
Office on the schedule of CTO. i S
66 T i *
he employee avails of the CTO. i

Duties and Responsibilities
/1 Heads of Offices
711 Authorize employees to render services beyond regular working
hours in accordance with these guidelines and the rules and

regulations on overtime service.

7.1.2 - Grant Certificate of COC Eamed, concurrently setling safeguard
measures to prevent any form of fraud andfor duplicity.

7.1.3  Approveldisapprove schedule of CTO as requesied by the
employes, without compromising the delivery of services fo
clientele.

7.1.4  EbEnsure proper implementation of these guidelines. Act accordingly
should wiolations or imegularities be committed.

7.2 Employees

7.2 Ubserve property the procedures in earning of COC and availing
of CTO.

7.22 Request approval from the Head of Office on the schedule of
CTO.

/.2.3  Monitor the balance of earned COCs vis-a-vis CTOs availed of.

73  Human Resource Management Unit/Officer Concemed

731 - Reflect on the time card the application for CTC filed by the
employee.

732 Submit to the Head of Office a monthly report on summary of
overtime services rendered and the equivalent COCs; report
critical incidents or obhservations.



7.3.3 Recommend measures to improve the implementation of the
guidelines on the grant of COCs and availment of CTOs,

.0 Saving Clause

Issues or conflicts arising from the implementation of this Circular shall be
resolved by the CSC.

9.0 Effectivity

This Circular shall take effect immediately.

2 S ot

KARINA CONSTANTINO-DAVID EMILIA T. BONCODIN

Chairperson Secretary
Civil Service Commission Department of Budget

and Management



Annex A

This certificate entitles Mr./Ms.

Certificate of COC Earned

{number of hrs.)}

of Compensatory Overtime Credits,

Date Issued:
Valid Until:

Head of Office

COCs/Beginning Balance

Approved by: ' Claimed:

Mo. of Howrs of Earmed Date of CTO Used COCs  Remaining COCs

Remarks

Head of Office




Issuance of Office Order
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Rendition of OT
Service
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Preparation of monthly
summary of actual OT
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Issuance of Certficate of
COCs by the Head of Office

Request for Approval of
the schedule CTO
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Avalment of
CTO
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Form
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