Boy Scouts of the Philippines

National Office

181 Natividad Almeda-Lopez St., Ermita, 1000 Manila

PO Box 1378, Manila CPO, Philippines

E-mail: bsp@scouts.org.ph

Website | www.scouts.org.ph

Tels. (632) 528 0555 * 527 8317 to 20 * Telefax: (632) 528 0577

27 January 2017

NATIONAL OFFICE MEMORANDUM
No. 12 , Series of 2017

TO0 : National Office Directors
Regional Scout Directors
Head of Offices
All others concerned

SUBJECT :  Amendment to CSC-DBM Joint Circular (JC) No. 2, series 2004
re: Non-Monetary Remuneration for Overtime Services
Rendered

Pursuant to CSC-DBM Joint Circular No. 2-A, series of 2005 re: Amendment to CSC-DBM
Joint Circular (JC) No. 2, series 2004 re: Non-Monetary Remuneration for Overtime Services
Rendered through Compensatory Overtime Credit (COC), all COCs earned effective 01
January 2017 should be used as time-off within the year these are earned until the
immediately succeeding year. Thereafter, any unutilized COCs are deemed forfeited.

For information and guidance of all concerned.

LIO S. VI@ JR.
eral m

Acting Secretary

Enci: CSC-DBM Joint Circular No.2-A
BSP Office Order No.03.0713

Cc: National President, WENDEL E. AVISADO
Acting Secretary General, ROGELIO S. VILLA, JR.
Director FLORENCIO B. ATINYAO, Administration Division
Acting Director PEDRC B. PENADOS, Finance Division
Acting Director ARTHUR R. SALES, Economic Enterprise
Acting Director SOFRONIO D. HONTANOSAS, Field Operations
Internal Auditor JOSEPH FLORANTE C. ALVARQ, Office of the Internal Auditor
State Auditor EVELYN SAGUN, Commission on Audit {(BSP National Office}
Regional Scout Director, JESUS M. MERIS, Eastern Mindanao Region
Council Chairman, COMVAL Council
Council Scout Executive, COMVAL Council
Central Récords
File '

AD.FBA/ABDR/feb
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BOY SCOUTS OF THE PHILIPPINES
Nationat Office

Manila
04 July 20132
OFFICE ORDER
NUMBER 03.07.13
TO : All BSP OFFICIALS AND EMPLOYEES

SUBJECT COMPENSATORY OVERTIME CREDIT

In line with its conversion from private corporation to a government controlied
corporation, the Boy Scouts of the Philippines will henceforth. compiy with the
Civil Service Commission and Department of Budget and Management Join:
wcuiar Moo 02-04 pursuant to section 1{d) of Administratve Order No 103
‘Directing the Continued Adoption of Austerity Measures in the Government
which will allow employees 1o e compensated through time/days off in ieu of the
overtime pay

The Joint Circular refers to the Compensatory Overtime Credit (COC) earned by
an empioyee during the services rendered beyond regular working hours  andfor
those rendered on Saturdays. Sundays and Hoiidays and Compensatory Time-
Off (CTO: as the number of hours or days an empioyee is excused from
reporting for work with full pay benefits ‘

Attached herewith 15 the Implementing Rules and Regulations of the CSC-DBM
Joimt Crreular No. 02-04 for the information and guidance of all concerned

This memorandum takes effect immediately.

WENDEL E. AV @’b ,
SVP and Acting Sevrets

ce Presigent
Secretary General
Dir. . Admuenistraticn
Dir  Firance
Dir. EED
ot FOD
Resident Auditor (CQ4,
Regwonal Directors
Central Records
Ali others concermed
File

¢



October 4. 2004

CSC-DBM JOINT CIRCULAR NO. 02-04

e
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All Heads of Departmenis. Bureaus and Agencies of the National Governimeni
State Uriversities and Colleges, Government-Owned or-Controlled
Corporations, Government Financial institubons, and Other Government
Corporate Entties. including their Subsihanes

SUBJECT : Non-Monetary Remuneration for Cvertime Senvices Rendered

1.0

2.0

30

590
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PURPOSE

To provide a utiform poticy on the availment of compensatory ime-off i heu of
overhime pay. pursuant to Section 1d) of Administrative Order No. 103, "Directing the
Continued Adophon of Austerity Measures in the Government”

COVERAGE

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

EXEMPTION

This Circular does not cover the following governiment personnel

thase occupymy postions whase ranks are higher than chiefs of diision,

those appomted to positions in the Career £xecutive Service (CES),

eiective officals and AECacS

miary and undformed personnet.

DEFINITION OF TERM

Compensatary Overtime Credit (COC) refers to the accrued number of hours an
empioyee earms as a result of services rendered beyond reqular working hours and:or

those rendered on Saturdays Sundays. Holidays or scheduled days off without the
penefi of overtime pay

Compensatory Time-Off (CTO) refers to the number of hours or days an emplayee 5
excused from reporting for work with full pay and benefits. 1t 1s a non-monetary benefit
orovided 1o an emplovee i heu of overiwae pay

GUIDELINES

Employees are required to render forty {40} hours of work in a week, subject to the work
scheduie 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 overime services. In this regard the
Ofice concerned shall issue an office order specifying the date and time for rendition of
avertime and 1S purpose.

L4
Oveértime services may be authorized for the following activities

a. campletion of infrastructure and other projects with set deadlines when due to
unforeseen events the deadline cannot be met without resorting o overtme work:
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relief rehabiditation. reconstruction and other related work or services dunng
calamities and disasters.

o

o work redated to schoel graduation/registration where the addiional work cannct be
handied by existing personnel dunng regular working hours.  cDCaMHA

g work involving the preparation for and administration of government examinabions
insluding the prompt correction and release of resulls thereo! where existing
personnel are not adequate to handie such work dunng regular working nours:

e seasonal work such as budget preparation and rendition of annual reporis (o mest
scheduled deadiines:

f preparation of specialfinancialiaccountabilty reports required occasionally be central
montonng agencies iike the Congress of the Philippines, Office of the President
Commission on Audit. Department of Budget and Management. and National
Econromic and Development Authonty,

g the provision of essential public services dunng emergency stuations. such as power

and energy. water_ distribution and control of basic staples, communication and
ransportation, medical and health services, peace and order. and securnty

h miplementation of special programsiprojects embodied in Presdential duectives and
authonzations and with specific dates o complete. which are in addiion o the reguiar
duties of the employees,

¢ legal senices to faciitate the disseoiution of cases/resolutionsidecisions:

sevices rendered by drivers and other immediate staff of officials when require keap
the same working hours as their superiors, and

k. such gther actviies as may be determined by the head of agency

COMPUTATION OF COCs

The SO0 is expressed in number of hours, cempuled as follows.

For pvertime services rendered on weekdays or scheduled work days.

COC = number of hours of overtime services x 1.0 DicSHE

For overtime senvices rendered on weekends, holiday or scheduled days off
COC = number of hours of pverime services x 1.5

ACCRUAL AND USE OF C0OCs

Each employee may accrue not more than forty {(40; hours of COCs in a month in no
instance. however. shaft the unexpended balance exceed one hundred twenty hours
{1203 hours

The COCs should be used as ime-off within the year these are earned. The unutilized

COC should not be carned over in the ensuing year, hence are non-cumulative
L4

o
The COCs shall be considered as official ime for the foliowing purposes:



5 & 3 1 comphance with compensation rules relative to the entitlement of PERA. Additional
Compensation year-end benefits. and cther benefits recetved on a regular basis and

5 53 2 computation of service hours for entitiement 1o sick and vacation leave credits. and siep
wncrement due 1o fength of service.

56  LIMITATION ON THE USE OF COCs

561 The COCs cannot be used 10 offsel undertimels or tardiness incurred by the empioyee
during regular working days  cDHCAE

582 The COCs earned cannct be converted o cash. hence, are non-commutative

583 The COCs will not be added 1o the regular leave credits of the empioyee Hence it is nol
part of the sccumulated ieave credits that s paid out to the empioyee

§7  EFFECT ON PERSONNEL MOVEMENT

57 1 incases of resignation. retirement. or separatien from the service. the unutilized COCs
are deemed forferted

572 incase of detail. secondment or transfer to another agency. the COCs earned w one
agency cannot be transferred to another agency. nor could the employee receive the
monetary equivalent therecf.

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

in
~d
)

§8 ISSUANCE OF CERTIFICATE OF COC EARNED

An employee who has eamed COC shalt be granted a Certificate of COC Earned
{Annex A duly approved and signed by the Head of Office The certificate 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

59  AVAILMENT OF CTO

59t The CTO may be availed of in blocks of four (4) or eght {8} hours Agencies adopting
akernative work scheduies should make paraliel adjusiments in the availment blocks
tantamount o ather a half or full day leave from work.

The employee may use the CTQ continuousty up to a maximum of five (b1 consecutive
days per singie availment. or on staggered basis within the year,

th
()
N

583 The empioyee must first obtain approval from the head of the agencyiauthonzed
official regarding the scheduie of avaiment of CTO. The management shai!
accommodate 1o the extent practicabie. all applications far avaiment of CTQ at the tme
requgsiea by the employee In the exigency of the service however the schedule may
pe recalled ard subsequently rescheduled by the Head of the Officerauthorized official
within the year

T
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PROCEDURES
The following procedures shall be cbserved in the rendition of overime senvices and

avaitment of compensatory tme off

Tne Head of Office:authonzed officiai issues an Uffice Order authonzing the rendit:on of
overtime services and indicating the tasks to be completed and the expected tme of
completon.

The employee renders overime services as stipuiated i the Office Drder

The Human Rescurce Management Office prepares a summary of overime services
rendered in a month, and computes the equivalent COCs. for the purpose of the
ssuance of the COC Certificate.

The Head of Office issues the Certificate of COCs. spectying the number of CO0s
garned ina month. HMCATEa

The empioyee requests approval from the Head of Office on the scheduie of CT0

The employee avails of the CTO.

Request for COC

v

issuance of Office Order
by the Head of office

¥

Rendition of OT
Service

v

Preparation of monthly
summary of actual OT
services and COC’s earned

¥

Issuance of Certificate of
COC's by the Head of
Office

Request for Approval of
the schedule CTO Certificate of
COC's/Leave

,.‘ * :inl/d————
Availment of

CT0O




TG DUTIES AND RESPONSIBILITES
‘ Heads of Offices

muthcize & T A veyond regular working hours in accordance
with these guiie ST ENT ] f—*-g yiations on overlime senvice

T2 Srant e
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T3 Apnrove Saantowes sorenee of 0T as requested by the empioyee. without

==y of sergces to clientele.
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T o1 Dosande properly the procedures in eaming of CO0 and avaiing of CTO.
T2 Regquest approval from the Head of Office on tng scredule of O7
7 2.3 Monitor the balance of earmed COCs vis-a-vis TT0s avaed of
"3 muman Resource Management Une Dffoer Concerned

T i1 Reflect on ihe ime card the application for T fied by the employes

4

MOMhy repon On SUMYMary of overime SF‘F‘J!LE"& rendered
repcrt critical nadents or Quservatnenrs

-}
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T 33 Recommend measures o improve the impiementation of the guidelines on the grant o
COCs and availment of CTOs.

8. SAVING CLAUSE

'ssues ar conflicts ansing from the implementation of this Circular shail be resolved by

the SO IHCSTE

' e P

9.0 EFFECTIVITY
This Circular shall take effect immediately

{SGD | KARINA CONSTANTING-DAVID
Chairperson
Civit Senvice Commussion

(SGOD; EMiLA T BONCODIN
Secretary
Departmeant of Budget and Management



BSP Form No. 13-13

Revised 01 Dec 2016
Boy Scouts of the Philippines
National Office
REQUEST FOR COMPENSATORY OVERTIME CREDIT
To: ROGELIO S. VILLA, JR. Date:
Acting Secretary General
Division/Office:
Name of Employee’s/Authorized to Render Over time:
WORK PROGRAM

Purpose of Overtime:
ACTIVITY TO BE ACCOMPLISHED EST. | EST. Period Cover | PERSON/S ASSIGNED

QTY. | MH -

L Needed

REQUESTED BY: CONDITIONS:

The above names are hereby authorized to render over time, subject to

the following:

1. That the overtime work shall be rendered only after the authority
to render overtime has been issued.

2. That overtime shall be personally supervised by duly designated
overtime supervisor.

Overtime Supervisor

RECOMMENDED

Director

APPROVED BY:

Duration of overtimme work:

ROGELIO S. VILLA, JR.
ACTING SECRETARY GENERAL Day/s Hours (from to )

CC: ADMIN. DiV.
BSP GUARD




COC Front page

Republic of the Philippines BSP Admin Form No. 06-13
BOY SCOUTS OF THE PHILIPPINES

Nationai Office
Manila

Certificate of COC Earned

This certificate entitles Mr./Ms. to
of Compensatory Overtime Credits.
(number of hours)
ROGELIO S. VILLA, JR.
Date Issued: Acting Secretary General
) Valid Until:
COC back page
No. of Hours of Earned _
COC’s/Beginning Balance Date of CTO Used COC’s Remaining COC's. Remarks
Approved by: Claimed:
ROGELIO S. VILLA, JR. HRMO
Acting Secretary General
o
Date Date




