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There has been some question as to what Prearranged Overtime
Procedures are to be followed. Attached is a copy of the 1978

procedures which are still in .effect.
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June 1, 1978
MESSRS. C. E. ALTMAN H. F. PENROSE
M. HEAD T. E. RIDDLE
J. L. HUNTER ' A. F. VIAL
J. C. KEYSER G. F. wWOOD

H. T. KNAPP

Following our March 10, 1978 letter to you on this subject, we
made a few minor clianges to the recommended procedure, as you
had suggested. '

Attached is the procedure to be adopted in this Division for both.
physical and clerical employees for the equitable distribution of
prearranged overtime. Please insure that your supervisors are
familiar with it and implement it as soon as conveniently possible.

Any questions may be directed to Ms. M. A. Short.
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There has been some question as to what Prearranged Overtime
Procedures are to be followed. Attached is a copy of the 1978
procedures which are still in .effect.
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3.

EAST BAY DIVISION

PREARRANGED OVERTIMIL:- PROCEDURE

The accountinc period for the equitable disﬁribution of
prearranged overtime is one calendar ycar.

At the beginning of each year, employees will be arranged
by classification with those having the greatest Company
senlority first, down the list in descending order.

Prearranged overtime assignments will initially be distri-
buted within the appropriate classification on the basis of
Company seniority with those having the greatest seniority
asked first until each person in that classification receives
an opportunity to work prearranged overtime.

If an employee is asked tc work prearranged overtime and
declines, such employee will be charged with the number of

"hours worked by the . employee in the same classification who

acéepts such assignment.

Once each employee in the same classification group has had an
opportunity to work prearranged overtime, future such overtime
will be then distributed on the basis that the: employee with

the least amount of prearranged overtime hours in that classi-
cation (actual and charged) will receive the next opportunity.

Prearranged overtime hours worked will be recorded as soon as
possible following the completion of the assignment so that
such prearranged overtime can be dzstributed equally even if
such asaignments occur daily.
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Administrative Procedure for Prearranged Overtime s

- Prearranged overtime work shall be distributed among employees in
the same classification and in the same location as equally as is .
practicable. (208.1l6a o

The accounting period for the equitable distribution of Prearranged
overtime is one calendar year, from January 1l through December 31,

each year. ( same as 212.2a )

At the begining of each year, employees will be arranged by class-
ification with those having the greatest seniority first, down the
list in desending order.

Prearranged overtime assignments will initially be distributed on
the basis of seniority with those having the greatest seniority
asked first until each person in each classification recieves an
opportunity to work prearranged overtime.

1f an-employee is asked to work prearranged overtime and declines,
such employce will be charged with the number of hours worked by
the employee who worked or the average of the number of hours if
more than one employee in the same classification works the pre-
arranged assignment. . '

Once each employee has had an opportunity to work-Prearranged over-
time, such additional overtime then will be distributed on the basi
that the cmployee with the least amount of Prearranged overtime hou'
accumulated,( both actual time worked & time charged), will recieve
the next opportunity to work. )

. ‘Prearranged overtime hours,(both actual time worked & charged time),
will be .posted as soon as possible following the completion of the
assignment so that such Prearranged overtime can be distributed
equally even if such assignments occur daily.

Those employees who are absent from the accounting location by reason
of a leave of absence, extended illness (two weeks or more), or are
temporarily upgraded out of the Bargaining Unit would be given the

- average ( mathematical mean), of Prearranged overtime hours accumulatec
while such employee was absent.{-in-ether-werds-he/she-weunld-go-to
the-middiec-ef-the-1isE)d .

When insufficient voifhteers are found for Prearranged overtime, thosc
employees with the lowest accumulated awmounts of actuezl Prearranged
overtiome worked, would be the required empluyece to work, rather than
the junior employee, since the amount of overtime worked bears no re-
lationship to seniority and the junior employee may be the one who

has volintecrod most often.
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