Department of Defense Dependents Schools
       SOP 04-03

Kaiserslautern District Office
                     November 2009

APO AE 09021


STANDARD OPERATING PROCEDURE

EXTRA-DUTY COMPENSATION

Purpose: To establish procedures for the effective and efficient operation of the Extra-Duty Compensation Program. 

Applicability:  This guidance applies to all Kaiserslautern district employees and certifying officers with responsibilities related to the Extra-Duty Compensation program.

Procedures:
1. Principals are to make extra-duty personnel selections IAW DS Regulation 5550.9, October 7, 1988, and DoDDS-E SOP on NSPS Employees dated 14 October 2008.  Principals will receive a tentative EDC allocation for the subsequent year and must submit a tentative listing of positions and pay bands on the Extra-Duty Compensation (EDC) Program Log NLT the first Monday in September to the superintendent/designee and the district budget office. This document will be reviewed and feedback provided as appropriate.

2. Extra-duty assignments normally will be announced or posted before the end of the second week of the school year. Tentative assignments may be announced or posted two weeks before the closing of the previous school year. Letters of selection and non-selection for use in notifying staff members are included as attachments to this SOP (Atch #1, #2). Principals will submit a final EDC program listing to the superintendent/designee and district budget officer NLT the third Monday October. This document will be reviewed and, unless the principal is otherwise notified, the school program is approved.

3. Each school will keep EDC records organized in a three-ring binder(s) with an index listing the data contained in the binder,  Obligation Target Documents (OTDs), should be kept at the front of the binder with the current addition of this sop and the DoDDS-E SOP on NSPS employees and the EDC DS regulation.  Records must include and be organized behind dividers in EDC Log sequence for each activity and must be in this order:

a. application(s);

b. letter(s) of selection/non-selection; 

c. MOU/contract(s);

d. monthly timesheets(s); 

e. student attendance/participation roster(s); and,

f. certification for payment. 

4. No employee may complete any hours toward an extra-duty assignment until a Memorandum of Understanding (MOU) has been signed that reflects the assignment, hourly band, and dollar amount as shown on the EDC Program Log (Atch #3). District-wide Memorandums of Understanding are to be used for the Public Affairs Point of Contact position. (Atch #4)
5. Should extra-duty positions be added during the school year, a revised EDC Program Log must be forwarded to the superintendent/designee and budget office for approval prior to the employee completing any hours toward the extra-duty assignment. No worked hours can be applied retroactively.
6. Upon completion of the assigned activity (not just completion of the minimum hourly band), as evidenced from signed employee time sheets or electronically signed time sheets (email attached from employee).  The principal shall submit the Certification of Extra-Duty Assignment, (Atch #5) to the DSO budget office.  This information will, in turn, be provided to the appropriate Customer Service Representative for payment.

7. At no time shall a principal submit an EDC Program Log that indicates insufficient funds in the school funding authorization for this purpose. 

8. Extra-duty compensation is ONLY for those hours worked outside of the duty day.  TP employees lunch period are considered to be a part of the regular duty day.  Employees may supervise extra-duty assignments during the duty day but cannot be paid in an extra-duty status for these hours.  No student supervision, or travel, or sleep time can be included as part of the hourly band requirement because this time does not meet the accepted definition of “substantive” work.

9. When a substitute employee performs an extra-duty assignment, the substitute must be compensated at the same rate as a TP employee.  

10. When work on an EDC assignment begins, time sheets must be submitted to the school’s EDC timekeeper not less than once each month.  Submissions may be done electronically via the district excel time sheets which has a cumulative total. Time must be recorded in increments of 15 minutes or more in 24 hour time format.  The EDC timekeeper should use the Extra Duty Timesheet Tracker (Atch #6) to monitor time sheet submissions. 

11. If an individual assigned to one school agrees to perform an extra-duty assignment at another school, this must be clearly noted on the MOU signed by that individual and on the EDC spreadsheet of the school that is funding the assignment.  Principals at each school must sign the MOU.

12. The certification for payment must be submitted within two weeks of completion of the extra-duty assignment to the district budget office.  After processing, the certification will be sent to payroll with payment usually made within two pay periods after receipt by the payroll office. 

13. No administrator or local national is eligible to receive compensation for performing extra-duty assignments. Any extra-duty assignment performed by these individuals will be considered voluntary. NSPS are to follow the AREA SOP for NAPS EDC dated  14 Oct 2008.
Controls:

1. Compliance with DS Regulation 5550.9, October 7, 1988.

2. Submission and approval of Extra-Duty Compensation (EDC) Program Log.

3. EDC records binder with all required and completed documents.

4. Submission of time sheets to the principal and Extra-Duty Payment Certification, to the district budget office.             

5. Results of on-site reviews of extra-duty compensation program documents.

// original signed //

DR. DELL MCMULLEN
Superintendent

Attachments

1. Letter of Selection

2. Letter of Non-Selection

3. District-wide Memorandum of Understanding

4. District-wide PAO Memorandum of Understanding

5. Certification of Extra-Duty Assignment for FP Employee

6. EDC Time Sheet Tracker
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Date

MEMORANDUM FOR

SUBJECT:  Selection for Extra-Duty Position

Your application for the position of _________________________has been received, and your qualifications carefully reviewed.  Based upon this review, I am pleased to inform you that you have been selected for this position.

Please review Standard Operating Procedure 04-03, Extra-Duty Compensation, (copy attached) prior to resuming your responsibilities.

Thank you for your interest in and willingness to support our students.  







Sincerely,







Principal

Atch 1
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Date

MEMORANDUM FOR

SUBJECT:  Non-Selection for Extra-Duty Position

Your application for the position of ___________________________has been received and your qualifications carefully reviewed. However, another applicant has been selected for this position.

I want to thank you for your interest in providing our students with opportunities to participate in activities designed to support their physical, emotional and intellectual development. Although you were not selected for this position, I encourage you to apply for others in which you are interested and to continue to identify ways to support our students.

Sincerely







Principal











       Atch 2 

MEMORANDUM OF UNDERSTANDING

I agree to accept the extra-duty activity of ____________________________________________







(Code, title, pay band) 

for the school year 20__.  I understand that the amount to be paid for this activity is $_________ and shall be adjusted upward based on the new salary schedule.  The estimated number of hours predicted for this duty is _____hours.  The time worked will be in addition to, and not a part of, a regular full- or part-time assignment and cannot be during duty hours when school is in session.

DESCRIPTION OF TASKS TO BE PERFORMED:

As soon as the activity has been completed, I will notify the principal who shall arrange payment by separate check not later than the next regular pay period for employees. 

______________________________         _____________________________


(Print Employee Name)
(Print Principal’s name)

______________________________        ______________________________


(Employee Signature)                           
(Principal’s Signature)

______________________________        ______________________________



Date of Signature                                         
Date of Signature

Atch 3
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Extra Duty Compensation – Memorandum of Understanding

Public Affairs POC

I, __________________________________,   agree to accept the extra-duty activity of the School PAO contact for

________________________________ for SY _______described as follows:


School Name (ES/MS/HS) 

Purpose of Position:  The public affairs POC organizes, coordinates, and supervises the public affairs activities of the school. The public affairs POC activities may include but are not limited to:

Primary Responsibilities: 

1. Assesses the status and needs of the public affairs programs using a variety of methods.

2. Develops a set of strategies for the public affairs program and an action plan that is coordinated with the school Community Strategic Plan.

3. Recruits volunteers to assist with and implement strategies.

4. Assists in evaluating the effectiveness of partnership projects/public affairs activities in improving student achievement and in celebrating and sharing the efforts and accomplishments of those involved.

5. Coordinates with DoDEA, District Office, Stars and Stripes, and AFN on the production of TV/radio spots and print news articles on school and community activities linked to the Community Strategic Plan Goal 4.

6. Uses all available public communication forums, such as town hall meetings, commanders’ call, base/post newsletters, AFN, Stars and Stripes, local community PAO, websites, email, etc., to communicate news about the school and its programs.

7. Maintains a bulletin board of current events, photos, and happenings at the school in a mail hallway of the school.

8. Assists staff members, students, and community members in publicizing, photographing and developing accompanying articles for submission to the appropriate source.

9. Forwards weekly notices to on-base sources such as local community TV channel, marque message boards, local base newspapers, etc.

10. Prepares presentations for newcomer orientations and school tours as needed.

11. Provides regular recognition of parents and community members who are contributing to the school’s educational process.

12. Shares PAO information with SIP team and SAC committees as requested.

I understand that the amount to be paid for this activity is $_________. The estimated number of hours predicted for this duty is ________hours. The time worked will be in addition to, and not part of, a regular full-time or part-time teaching assignment and cannot be during duty hours when school is in session. The duty day begins 20 minutes before the beginning of the instructional day and ends 30 minutes after the end of the instructional day. Extra duty time will be recorded and available for review.

______________________________         _____________________________

(Print Employee Name)


  (Print Principal’s name)

______________________________        ______________________________

(Employee Signature)                           
   (Principal’s Signature)

______________________________        ______________________________

Date of Signature                                         Date of Signature

 










Atch 4
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Date

MEMORANDUM FOR DEFENSE FINANCE AND ACCOUNTING SERVICE (DFAS)


Subject:  Certification of Extra-Duty Assignment of TP Employee

This memorandum certifies that ______________________________,  ___________________






(Employee Name)


    (SSN)

(Check as Appropriate)

1. ___ The extra-duties as assigned have been satisfactorily completed within the required hourly band. The number of completed hours are _________ in the amount of $____________for the accomplishment of the following:

________________________________
____________________

 (List extra-duty position)



       (School Year)

2. ____ A lesser payment than the amount approved is authorized on a pro-rated basis for the extra-duty assignment of __________________________ for SY _______.  The amount authorized for payment of the above assignment is based on the hourly rate of __________. Payment in the amount of $______________ is requested.

3. ____ The above-listed extra-duty assignment WAS___ WAS NOT____performed by a substitute teacher.

I certify that this assignment is authorized for payment, and that it was completed during non-duty hours.  Payment for this activity is subject to retroactive pay rate adjustment for SY __________.

___________________________________

Principal’s Signature

 

_______________________________________

Budget Officer’s Signature and Date

Atch 5                           

	  EXTRA DUTY COMPENSATION PROGRAM

	 Time Sheet Tracking Log

	

	EDC Assignment
	Sponsor’s Name
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Date Completed
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