









Attachment A
Officer of the Day Accrual and Leave Use Instructions
Management employees exempt from FSLA and not eligible for overtime may be assigned Officer of the Day duty.  Reference: DOC policy #40.2.2

EMPLOYEE RESPONSIBILITIES

· Employee complete Officer of the Day Authorization form as follows:

· The employee’s full name is legibly printed or typed as Last name, First name, Middle Initial on Employee Name line.

· The employee’s Institution and Functional Unit are recorded on the Functional Unit/Institution line.

· Employee records the Date of the assignment for each day (or 24-hour period) during the month the employee serves in the capacity as Officer of the Day using one date per line.  If a 24-hour assignment crosses over two dates, list beginning date of shift on date line.  Holidays are included as duty assignment.

· Employee records the Regular hours worked per day of the OD assignment and marks the ‘on call’ box if on call that day.

· Employee records beginning and end time and total number of OD hours in institution for each day.

· Employee signs on Employee Signature line at bottom of the sheet.

· Employee attaches the Officer of the Day Authorization form to the employee timesheet for the Functional Unit Manager’s signature.

· Employees using leave accrued from working as Officer of the Day will record the leave used by indicating the amount of hours used on the day the leave is used and indicating the leave code OD using line 7, 12, 13 or 15 on the employee timesheet.  The total hours of OD used during the month are to be totaled in the first column on the right side of the timesheet labeled REG HRS.  
SUPERVISORY RESPONSIBILITIES

· The Functional Unit Manager must sign the bottom of the sheet.  

· The completed form and attached timesheet are to be submitted to Payroll for the month and year the duty is served according to the payroll timesheet deadline schedule for the month the duty is served.   

PAYROLL RESPONSIBILITIES

· The payroll unit will calculate the amount of leave earned based on the number of days duty is served in the month and year submitted.  Note: An employee accrues 8 hours of leave (ODA) for every 7 days of duty served.  

· The accrued amount of ODA will be manually entered to employee’s leave bank.  The leave will be available to use immediately with approval from functional unit manager.  For example, ODA accrued in July will be available to use during July or later.  
DEPARTMENT OF CORRECTIONS

Officer of the Day Authorization

Employee Name:      


Functional Unit/Institution:      
Scheduled OD Assignment:

Begin:        am/pm on                     
End:        am/pm on                    
              Time                                                 Date                                                          Time                                                Date

	Day of OD Assignment
	Date
	Regular hours worked
	OD hours in Institution

	Day 1 (Beginning date)
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 2
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 3
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 4
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 5
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 6
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____

	Day 7

 (End date)
	     
	______hours actually worked

· On Call (Not present @ Facility)


	Begin       am/pm

End          am/pm

Total  _____


_____________________________

Employee Signature

_____________________________

Functional Unit Manager

               Payroll use only ODA Accrued                                                   

