Republic of the Philippines

CITY OF BACOOR
Province of Cavite

OFFICE OF THE SANGGUNIANG PANLUNGSOD

CITY RESOLUTION NO. CR 2015-198
Series of 2015

A RESOLUTION APPROVING THE REQUEST OF THE CITY MAYOR, THE
HONORABLE STRIKE B. REVILLA, TO AUTHORIZE THE EXTENSION OF
WORKING HOURS UP TO 7:00 IN THE EVENING EVERY MONDAY TO
FRIDAY FROM JANUARY 4, 2016 TO JANUARY 29, 2016 OF
SELECTED EMPLOYEES OF VARIOUS DEPARTMENTS OF THE CITY
GOVERNMENT INVOLVED IN THE REVENUE COLLECTION AND
GENERATION DRIVE OF THE CITY GOVERNMENT WHO ARE
ASSIGNED AT THE BACOOR GOVERNMENT CENTER.

Sponsored by: Hon. Miguel N. Bautista, Hon. Venus D. De Casfro,
Hon. Bayani M. De Leon, Hon. Leandro A. De Leon, Hon. Rowena
Bautista-Mendiola Hon. Reynaldo M. Fabian, Hon. Edwin G. Gawaran
_ Hon. Hernando C. Gutierez, Hon. Victorio L. Guerrero, Jr., Hon.
Roberto R. Javier, Hon. Gaudencio P. Nolasco, and Hon. Avelino B.
Solis.

WHEREAS, the city government is fraditionally deluged by
droves of taxpayers during the start of a new year. The city
government expects the said fradition fo confinue at the start of
2016.

WHEREAS, in order fo improve the revenue collection of
the city government, the City Mayor, Hon. Strike B. Revilla,
launched a revenue collection and generation drive from
January 4, 2016 up to January 29, 2016 to be participated in by
| various employees of the city government.

WHEREAS, the City Mayor requested the Sangguniang
~ Panlungsod to pass a resolution authorizing the extension of
- working hours up to 7:00 in the evening every Monday to Friday
- from January 4, 2016 to January 29, 2016 of selected employees
of various departments of the city government involved in the
revenue collecfion and generation drive of the city government
who are assigned at the Bacoor Government Center (BGC).

WHEREAS, the Sangguniang Panlungsod deliberated on
the said matter and unanimously found the said request
reasonable and in accordance with law.
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Apprb \ by:
HON. CATHH\% EVARISTO
i 't b

Acting City Mayor



Approved by:

HON. CATHERHKSES, ARISTO

\
Aciing City Mayor

Republic of the Philippines

CITY OF BACOOR
Province of Cavite

OFFICE OF THE SANGGUNIANG PANLUNGSOD

NOW THEREFORE, upon motion of Hon. Edwin C.
Gawaran, duly seconded by Hon. Bayani M. De Leon, BE IT
RESOLVED AS IT IS HEREBY RESOLVED by the Sangguniang
Panlungsod in regular session duly assembled fo authorize the
extension of working hours up to 7:00 in the evening every
Monday to Friday from January 4, 2016 fo January 29, 2016 of
selected employees of various departments of the city
government involved in the revenue collection and generation
drive of the city government who are assigned at the Bacoor
Government Center (BGC).

RESOLVED FURTHER, only the following departments shall
have extended working hours during the period above
specified to wit:

Departments That Will Operate
During Extended Working Hours

1. City Treasurer's Office

2. Business Permit and Licensing Office

3. City Assessor's Office

4. Office of the Building Official

5. City Planning and Development Office
6. City Health Office

7. Office of the Sangguniang Panlungsod
8. Office of the Vice Mayor

9. Office of the Mayor

RESOLVED FURTHER, that only employees authorized in

~ writing by the department heads concerned to render overtime
. services shall be allowed to work during the extended working

hours mentioned above pursuant to pertinent provisions of Joint

| Circular No. 1 8. 2015 issued on November 25, 2015 by the Civil
'~ Service Commission (CSC) and the Department of Budget and
' Management (DBM) outlining policies and guidelines on

overtime services and overtime pay for government employees
(*Joint Circular No. 1" for brevity). Provided that as a general
rule, the remuneration for overtime services shall be through
Compensatory Time-Off (CTO) as provided under Section 3.2. of
Joint Circular No. 1. Provided further that the payment in cash of
overtime services through Overtime Pay may be authorized by
the Local Chief Executive only in exceptional cases when the
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Republic of the Philippines
CITY OF BACOOR

Province of Cavite

OFFICE OF THE SANGGUNIANG PANLUNGSOD

application of CTO for all overtime hours would adversely affect
the operations of the city government as provided under
Section 3.3 of Joint Circular No. 1 S. 2015. A copy of the said joint
circular is attached hereto as Annex “A” and is made an integral part
hereof.

RESOLVED LASTLY, fo furnish the City Budget Office, the
City Accounting Office, the Human Resources Development
and Management Department and all government agencies
concerned with copies of this Resolution.

UNANIMOUSLY APPROVED this 28t day of December 2015
at the City of Bacoor, Cavite during the 120" regular session of
the Sangguniang Panlungsod of the City of Bacoor, Cavite.

| hereby certify that the foregoing Resolution was duly
approved in accordance with law and that its contents are frue
and correct.

Certified by:

ATTY. KHALID A. ATEGA, JR. ;
Sangguniang Panlungsod Secretary 3 53

?
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)_l,pproved by:

HON. CATHEPRINIE © CA/ADICTA)

Acting City Mayor



TO

CIVIL SERVICE COMMISSION (CSC)
and
DEPARTMENT OF BUDGET AND MANAGEMENT (DBM)

JOINT CIRCULAR No, | s.2015

X LI, v - R
Novenber 25, 2015

All Heads of Departments, Bureaus, Offices, and Dther
Agencies of the National Government, Including
Constitutional Commissions, Congress, The Judiciary,
Office of the Ombudsman, State Universities and Colleges
(SUCs); Government-Owned or -Controlled Corporations
(GOCCs); Local Government Units (LGUs); and All
Others Concerned

SUBJECT Policies and Guidelines on Overtime Services and

Overtime Pay for Government Employees

1.0

Background

Memorandum GCrder {MO) Ne. 228, approved by then President Corazon C.
Aquino cn March 29, 1988, authorized the rendition and payment of gvertime
services of government employess. To implement this MO, DBM issued
National Budget Circuier No. 4.0 dated April 28, 1989, as amended 0¥
Budget Circuiar No. 10 dated March 29, 19%6.

Under Section 1{(¢) of administrative Orcer (AO) No. 103° dated August 31,
2004, Compensatory Time-OfF (CTO) was implemented as an alternative to
Overtime Pay’. Pursuant to said AC, the Ciil Service Commission {CSC) and
the Departmen: ¢f Budget and Manzgement (OBM) issued Joint Circulars
{JCs) No. 2, s. 2004" dated October 4, 2004, and No. Z2-A, s. 2005° dated July
1, 2005 orescriving guidelines for availment of the cio.

Recently, the Office of the Presidert granted clearance o the (SC and DBM
to issue @ joint circuler granting flexitility to agencies to pay overtme
ssrvices in cash, subject o certzin conditions a2nd fimitations such as the
~ature of overtime work o be rendered, overtime payment [imit, fund source,
repertorial requirements, and other pertinent measures to efficiently and
effectively implement the grant of Overiime Pay.

N ’.','".:."r-__' the Rendition ard Paymend e Dverlime Sesvices
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v of the CSC-DBAM Jainat Circelar No- 20 s 2004, Compensaton



2.0

3,0

4.0

This Joint Circular is issued to prescribe polices and guidelines on

Purpose

rendition of overtime services and the corresponding ramuneration, e
througn CTO or Overtime Pay, including the fexbiiity granted o ags
heads Yo authorize overtime senvicss and the payment thereof.

General Policies on Overtime Services

3.1 The rendition of overtime services shall be authorized only when
extremely necessary, such as when a particular work or actvity
¢cannot be compieted within the regular work hours and that nen-
completion of the same wili: 2) cause financial loss to the goverament
or its instrumentzlities; ©) embarrass the government due to its
Inability to meet its commitments; or ¢) negate the purposss for which

the work or activity was concsived.

32 As 2 general rule, the remuneration for overtime services shall be
through CTO, in accerdance with the guidelines under the CSC-DBM
Joint Circulars No. 2, 5. 2004 and No. 2-A. 5. 2005.

3.3 The payment in cash of overtime services through Overtime Pay may
be authorized cnly in exceptiona! ¢ases when the application of CTO
for all overtime hours would adversely affect the operations of the
agency.

Priority Activities that May Warrant Rendition of QOvertime Services

The priority aclivities that may warrant rendition of necessary overtime

services may include the foliowing;

4.1 Implementation of special or priority programs and projects embodied
in Presidential directives with specific dates of completion;

42 Completion of infrastructure and other projecis with set dzadiines
when due to unforeseen events the deadline cannot be met without
resorting to overtime work;

4.3 Essential public services during emergency or critical situations that
would reguire immediate or quick responss;

4.4 Relief, rehabilitation, reconstruction, and cther work or services during
calamities and disasters;

4.5  Seasonal work, such as but not limited to, preparation of budgsts and
annual reports, in order to mest scheduled d=aadlines;

4.6 Preparation of financial and accountability reports reguirad by
oversight agencies like Congress of the Philippines, Office of the
President, Commussion on Audit, Department of Budget and
iManagement, and Nationa! Economic and Development Authority:

4
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Services rendesred by drivers and other immediate staff of ¢

officials
when they are required to keep the same working hours as these

officials; and

]



5.0

6.0

7:0

4.8 Such other activities as are neeced to meet performance L2
deliver services to the pudlic as rr:wr oe determined by the sgency
nead.

Authority and Flexibility Granted to Agency Heads
re authorized to approve the rendition of ov r:'Pa services
a3

the oncwng flexibilities subject to the conditions and
ur“.,tcnor- -:3 _SCr'[bed in this Circular:

5.1 Determination of the priority zctivities that may warrant rendition
of evertime services and the timing and duration thereof;

5.2 Determination of agency personnel who may be authorized to
render gvertime services; énd

5.3 Determination of the number of hours of cv'*r*i'm sSenvicss zng the
manner of compensating the same pursuant o items 3.2 and 3.3
hereof.

Government Employees Who May be Authorized to Render Overtime
Services with Pay or Compensation

5.1 Oniy appointive and salzried civilian government employees holding
reguiar, contractusl, and casual positions of division chief or
equivalent level and beiow, may 2e authorized © render overtims
sarvices with pay or compensation.

i,

6.2 incurmmbents of positions of division chief or cguivalent level an
beiow, designated as Officers-in-Charge of higher level positions, ma
also be authorized to render cvertime services as they a** still oou r;‘
tc observe the prescribed work hours in their respective agencies.

I-

'3

Government Officials and Employees Who are Not Authorized to
Render Overtime Services with Pay or Compensation

Tne following government officials anc employses are not authorized to
render overtimss services undser this Circular:

7.1 Cvilian personnel holding cositions higher than division chief or
eguivaient levels;
for serv ices

7.2 Tnose granteg other forms of allowances or oenefits
¢ work hours under existing laws,

rendered beyond the prascribe
ruies, and regulzlions;

73 Those who are on travel stafus;

7.4 Zlective officials in the nationa! government and local government
units down te municipal level;

7.3 Elective and appointive darangay officiels and employess; and

~4
o

Military anc uniformed personnel of the government.

)



8.0

8.0

Period of Overtime Services

8.1

8.2

LY

As provided under Section 5, Rule XVII of the Or*"ibus ule
implementing Book V of Executive Order No. 292, “Adminicirativ
Code of 1987," officers and employses of departments and agmc'ﬂ-‘
shall render not less than 8 hours of work a day for 5 days a week or
a total of 40 hours a wesak, exciusive of time for lunch. Generaliy, such
hours shall be from 8:00 in the morning to 12:00 noon and from 1:00
to 5:00 in the afternoon, except Saturdays, Sundays, and holidays.
However, Section & thereof allows flexibie work hours, subject to the
discretion of the department/agency head.

‘f)

The period of overtime service in 2 workday for & full-time employes
shall include:

8.2.1 Those rendered beyond the normal 8 work hours on scheduled
viorkdays or 40 hours a week, and those rendered on  rest
days or scheduled days off, holidays, and special non-working
days, both exclusive of time for lunch and rest;

8.2.2 Those rendered beyond the prescribad work hours in 2 shift of
8 hours or mo.'e, such as in government hospitals, on
scheduled workdays, and those rendered on rest days or
scheduled days off, holidays, and special non-working days.

8.2.3 Those rendered by drivers and other immediate staff of
officials who are required to keep the same work hours as
these oOfficials, which are beyond 8 work hours or the
prescribed work hours in 2 workday, and on rest days or
scheduled days off, holidays, and special non-working days.

Payment for Overtime Services

9.4

9.2

9.3

If Overtime Pay has been determined by the agency head to be the
appropriate compensation for overtime services, the same shall be
based on the hourly rate of an employee and to the applicable
premium on the hourly rate, depending on the day such overtime
service was rendered.

The number of work hours of overtime service rendered on 3
scheduled workday, Ny, and those rendered on 2 rest cgay or
scheduied day off, holiday, or special non-working day, Na, shall be
computed by taking into consideration the provisions under item 10.0
of this Circular,

The hourly rate of an employee on fuil-time employment, HR, with 2
monthly salary, §, for 22 workdays in 2 month and 8 hours per
workday, shall b2 computed by using the foliowi ng formula:

HR = -’__Sw s \_ ’___ 1 Month 1 Workday A
. 1Month . _ 22 Workdays _ 8 Work Hours,

-+



10.0

i)

(oF

The Overtime Dav shall be 125% .,r 1.25 of HR on 2 ¢
workday. 1t shall be 150% or 1.5 of HR on a rest day ¢r s
day coff, holiday, or spacial non-wor k.... day.

The total Overtime Pay, for a month for an employee on full-time
employment, OT Pay, shall be computed based on the following
formula:

OT Pay = 1.25 (HR)(NJTgtm)+1.5(HR)(N27°131)
T

o simply the formula:

OT Pay = HR [1.25(N1total) + 1.5( Naterar)]

Limitations on Overtime Services and Overtime Pay

0.1

10.2

Only employees who arrive on or :J=-|‘c*e the start of the warkday shali
be allowed to mm‘*er overtime work with pay; provided that at jeast 2
hours of ocvertime services are rendered.

One-hour breaks shall be observed for breakfast, lunch, or supper and
rest, and every 3 hours of continuous overtime service, or as ma ay e
necessary.

Rendering overnight ovartims service shall e resorted to only when
extremely necessary. No employes shall be ailowed o render
overnignt service for more than 2 consecutive nights, for health
reasons and to ensure emploves productivity.

The period of overtime services shall not be used to offset undertime.

Only a maximum of 12 hours of overtime services on a rest day or
scheduled day off, holiday, or special non-working day, shall be
compensated through Cvertime Pay.

Any excess over 12 hours shall be compeansated through CTO.

The total Overtime Pay of an employee in a year shall not exceed
50% of his/her total basic sa}afy for the year.

The total amount of Overtime Pay to be spent by an agancy shall not
exceed 5% of its total Personnel Services (PS) budget Fo' a given
Y-eaa =

Any grant of Overtime Pay in excess of the 5% limit shall be sub;
tc approval of the DBM in accordance with existing bu dgeting and
accounting rules and regulaticns.

th



11.0 Fund Sources

12,0

13.0

Ty
=

1.1 For netional government agengies, including SUCs, the Overtime Pay

shall be charged agzinst the foilowing sourcss:

11.1.1 The amount specifically appropriated in the agency budget for
Overtme Pay, f anv.

p—s
[
oy

Ays=y - 3 - P 3 2 P ey 1
.1.2 Available agency savings, subject o existing riles and

regulations on the uss of savings.

11.1.3 Other fungd sources zuthorized under existing laws, rules and
regulations.

11.2 For GOCCs and GFis, the Overtime Pay shell be charged against their
respactive corporate funds.

[T

For LGUs, the Cvertime Pay shall be charged against their r=

L

[y

local government funds, subject o the PS fimitation in LGU 5udge:s
under RA Me. 7160 or the Local Government Code of 1991,

Reportorial Requirements

€ach agency shall submiz t¢ the DBM's Budget and Management Bursau or
Reciona! Office concerned, copy furnished the CSC, the “Report on
Overtime Services With Pay” using the template in Annex A on or
before March 31 of every yaar.

Responsibilities of Agency Heads
Agengy heads shall:

13,1 Formuiate and adopt internal rules and procedures on the rendition of
overtime services of their respective personnel which shall be
circumscribed within the polices and guidelines under this Join:
Circuiar.

Copies of these internal rules and reguiations shall be submitted t
the DBM and CSC.
13.2 Approve requests for authority to render overtime services indicating
the names of personnel, the purpose or expected outputs, and the
specific pericd of such services.

Lol
L

Be held responsibie for the oroper implementaticn of the provisions of
this Joint Circular. They shall be held admnistratively, civiliy, and/or
criminally liadle, as the case may be, for any pavment of overtime
services not In accordance with the provisions herein without
prejudice to the refund 5y the employees concerned of anv
unautnorized or exCess Jayments.

pa



14.0 Resolution of Cases

Issues and concerns arising from the implementation of this Circular shall be
resolved either by the DBM or CSC as deemed appropriate based on their
respective functional jurisdictions.

15.0 Repealing Clause
Budget Circular No. 10 dated March 29, 1996 is hereby repealed.

16.0 Effectivity

This Circular shall take effect immediately.

ALICIA DELA ROSA - BALA & FLORENCIO B, ABAD \

Chairman Secretary
Civil Service Commission Department of Budget and Management
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~ANNEN A

Report on Overtime Services With Pay
For FY

Department/Agency:

(e

otai Txpenditure for Overtime Pay

ciel
Ne. of Personne! _Ouverine Py

Submitted By: Certified Correct:

Head, Finance/Administrative Unit Agency Head



