AMERICAN AIRLINES, INC.
WALLEN REPORT
' December 5, 1961

- -

TO: All Supervisors of Employees Covered by Maintenance -

and Stores Agreements - IDL, LGA, EWR.

FROM: Personnel < New York

oA

SUBJECT: Supervisory Guides for the Administration of
Overtime ~ IDL, LGA, EWR

-y 6 aEr W a T S S Y e - > S W e

The following guides ‘will be used by all supervisors of e.mplo-yees -céve
by the maintenance and Stores Agreements at IDL, LGA and EWR for the

administration of overtime,

-

1 Availability Lists

; A. Availability lists will be used to distribute overtime with
the following procedurss to apply:

1‘

2.

3.

4.

S.

Availability lists will be posted each day and will be
retained for a three day period.

It will be necessary for all employees to supply tele-
phone contacts and to keep these contacts current in

the event of any change. .

zn-:piofees will be réqnimd to perscnally list them-
selves as availabla for overtime for that date under

the npprqpriate heading.

‘When day' 6{{ ;vnilt'l;'-ility is involved, employees will be

required to list the days for which they will be
available for overtime.

The availability 1ist will provide space for signature
of employees who desire to work:

a) m'ertime commencing at the end of their shift;

. b) Call in cvertime (prio:;' to begixinin_g of an employee'

shift):

c) PRecall {(cvertime not connected with employee's
preceding shift nor continuous with his next
reqular work period):

d) Overtime on their days off.
The availability list for the day shall be removed by



T Availability Lists (Cont'd)

7

Overtime requirements 2pproximating a full ahift of work in
duration shall be awarded to employees listing their names on
the avallability lists, in ascending order of the employee: 's
overtimes staniing on the master overtimes list ani in the
following seguences

a)

First, to & maximum of four hours to employees on the list

of those who have signified their availability for dvertinme

&t the exd of their shift provided they can be matched up with
enployees who have signified their availability for overtime

to commence not more than four hours prior to the

of their next shift. However, the foregoing shall not preluie th
Conreny &t its pption from revarding such employees more than
four hours overtlime at the appropriste premium rates,

If there are overtime assignments that cannot be so matched
up, then the open portion of the overtime requirements shall
be awvarded to employees who have signified their availability
for recall,

If the foregoing steps do not yleld sufficient volunteers

to £111 the overtime requirements of if they fail in particular
casas to match up volumteers to cover the full span of

overtinme hours required, the remaining overiime shall be

awarded to employees on their days off who had previously
indicated thelr avallabiity for " overtime on such days,

Vhen the overtine requirements are not expected to exceed four howrs
in duration, and depending upon the time period for which ths
overtime is required, 1t will be offered to eligible employees

who have signed the appropriate availability list in- the

following manner:

a)

b)

¢)

To those eligible employees who have signified their
availabillty for overtinme at the end of theit shift.

To those eligible employees who heve signified. their
availability for overtime to commence prior to the begimming
of their next shift,

To those eligible enployees who have signified their availabllity
for recall.



-

II. Assirmments

In the event the overtine requirements are not met by 7 and 8 above,the .
Commany may assign employees as follows:

Al

c.

F.

If insuffucient employees have signified their availability -for
overtime at the end of the.ir shift, the Sompeany may assign the most
Junior employees in the crew or appropriate work wmit to perform
the overtine. ) o - » :

If the Company does not choose to assign the total overtime involved
to the junior employees as gtated above,The Company may assign the
most jurior employees on an early call-in basis to match the employees
assigned to hold-over owertime,toc fulfill the total dvertime need,

If insufficient employees can be assigned in (B), above,tb match those as
under(A),above, then the most junior employees on a recall status,may be
assigned such dvertinme, '

If overtine assigneents under (A), (B), and(C), above, f211 to :£3111
the overtime need,the most junior employees on day-off status may e
assigned to perforn the overtine, '

"Most Junlor Employees™ as used in (A4),(B),(C), and (D), above, shall
mean prebatiorary and nonprobationary employees begimming with the
lowest seniority employees however, the ratio of probaticnary
ezployees to non-probationary employees woridng overtime in this
particular category may be limited to one to two, .

In no event will an employee be assigned in excess of three tines
in any seven consecutive days, _

1T, Charzinz

A.

All employees whose regular work schedule would permit them to be availal
for overtime on a particular availability list and who are lower in
accunulated dvertine standing than the highest houred employee who has
worked overtime from that list shall be charged with the same amownt of
overtime as the employee who worked,

Any overtime worked by employee as a result of a non-volmntary assignment
will not be charged to any employee, .

New hires and transferees from other stations or other work wmits within

the station will be charged with the hMghest mumber of hours €or that lis
Plus five hours at the time they are added th the 1list.



IIT. Chargine (cont'd)

Iv.

‘D.

E.

Man on leave of atsence for 30 days or more, upon return to work,

will ‘be charged with the averepe overtime work for that list.

No charge will be made in hours to men on "Injury on duty",

"IOD" employees upon return to duty will be granted 30 days® grace

period in which they will not charge under (A) above, However, if _

such "IOD” employees does accept overtime work within the 30 day pericd,

he will be charged thereafter.
- . " ’ / '.

For ease in recording, overtime will be charged in whole hours only.

That i1s, fractions of an hour will be recorded as the nearest whole hour.

Exafple { man works 4,1 thropgh 4.5 hours-~ Charged 4 hrs.
Example 2 man works 4,6 through 5,0 hours- Charged 5 hrs.

In the event the tine worked by two or more employees is not the sam;a,

F.
chargeahle employees shall be charged with the lesser amount worked,
Generel
A. Names on the overtirme list shall be in the order of occupational seniorit:
B. Overtime charges shall be recoxded daily by the Supervisor.
é. New employees will not be included on the overtime list
wmntil they have completed their three months' probationary pericd.
D, Periodically each ssas total hours will be reduced wmiformly to
maintain continuity of his overtime position and provide a jess
cumbersome figure to work with., Those departments or units
in which overtime hours are reduced periodically to zero shall
continue to reduce pericdically to zero.
E. Men transferred from one crew or shift to another crew or shift will
carry with them their accumulated total of overtime hours.
F. Every reasopable effort will be made to give employees two(2) howurs’

notice of such overtime in accordance with Article 6(d) (4) of the
Agreement. -

The foregoing procedures shall remain in effect until altered by
nutual agreement,



TO1 All Maintenance Supervisors
FROM: Maneger of Maintenance

SURJECT:1local Ivertime Procedures

December 12,1961

Erfective December 18,1961 LaGuardie will snstitute & new procedure for

acguiring local overtime, Before this date,

review very cerefully the
attachments to this letter explaining in detall the administreting policy,
as deviations from this procedurs will not be permitted,

There are a number of changes in rules and procedures with wich you must

become familisr, The form that will effect you post and with which
you will work constantly is the new for "Overtime Availability Tist". .

after wich time the completed form with the
available for overtime will then be removed

Foremans Office, Ba certain that each category
employee is available for is signified by 2 signature.

of X's are not acceptable.

This form will be farnished by the Geperel Foremans Office. It must

be in your work ared and available for signstures at the
esach shift. The form will remain them{or the

begimning of

first four hauTs,.
signatures of those peopie
and ‘returned to the Ceneral
of overtime that the
(hech marks

If any questlions should arise after reviewing the attchments, contact
me for clarificatiocns 80 that we will be able to originste and

administrate the plan sccurately and uniformly.

7el

ees F. E. lane
c. Miller
¢. Johnson
N. Kiriacen
G. Brown

P. L. MAGUIRES



The following recommendations of the Speciz] Board of Inquiry
No, 409 will be placed in effect ag Overtine Rules of the Roag.
EWR, IDL, IGA effective December 13,1961,

1.

Overtime availabilty 1ist shall be posted each day, These lists
shall be in such form as to Perzit employees to list themselves

Overtime requirements approximating & full shift of work in
duration shall be awarded to employees listing their names en
the availabllity lists in the following sequences

a,

beginning of their next shift, . However, the foregoing shall
not preclude the Company at its option from awarding such
employees nore than four hours at the appropriate’ premium rates.

If there are overtine assignments that cannot be so matched
up, then the open portion of the overtime requirements shall
be awvarded to employees who have signified their availability

for recall.



c.

Of ~oe foregoin; Fters do not yield sufficient volumteers +o 111 the
ove=tine reguiremeziz or if they fail in perticuler cases to match

up -yolinteers to cover fullspan of overtize hours Tequired, the remaining
ovezilie ahall be awerded to employees on their days off who have
Previogly indissted their avallability for overtime on such days,

In zl‘.} the foregoins cases the award of overtime shall be mede in
L=z order of tke employees? standing on the master overtime 1ist
Tor 4ke unit Swrolved,
. 2

,Intbewe:tthewertimerequnmtsmnctnetbyimxiZabwe,

the Comany may make overtine assignrments of probationery em ees
and noo~-protetior2ry employees 4n the crew or appropriate work umit

lowest zemiottty exployee, However, the ratio of Trobationary employees
to mom-sroteticnary employees working overtime in the particular category
my be lizited to one to two. Such overtime assignments will be o
mde wWihin each of the categories specified in 2a, b, ¢, and d, above and
in &i2t secuerce, Zowever, no employee will be assigned in excess

of £ires times iz any seven consecutive days,

“here tie Compeny Jmows its avertine requirements in advance,it may

prevlas them by po=ting the lists 4n advance for such reguirements, The
FrocedTe for meetiss these requirements shall be the same as that set forth
in Seciions 2 ard 3 above,

Ovezriime st21l be charged in accordance with the following:

All ex:zicyses whose regular work schedule would have permitted them
to be 23ail2tle for overtime on 2 particular avaidability list shall
be ezrzyed with tbhe nusber of howrs of overtime worked by the
higimes: how—ed exzloyee who is awarded overtinme from that ldst. Ang
oveztine worrod as the fesult of an assignment will not be charged to

any exrisyee,
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11 - The following Overtime Zules of the Road remain in effect ard are not incensi
_ With the procedires set forth above and or 1(1-5)

1- Overtime and the refusal of overtime shall be recorded daily by the
supervisor.

2- Names on the overtire list shall be in orier of occupational senlority,

New employees will not be incluled on the overtime lists until they
bave corpleted their three mont:: peobvationary peri,o}.

4= New hires and trensferees from other stations or/other work wnits
within the stations will be charged with the highest nurber of hours
for that list plus five hours at the time thay are sdded to the 1ist.

5~ Men transfered from one c:eworshmto.anothermworshiftwm
carry with them their accunuiated total of overtime houts; .

6- Men on leave of absence for 30,days or more, upon return to work,
will be charged with the average overtinme work for that list, No
charge will be made in hours to men on "injury on duty”-"I" employees
upon return to duty will be grented 30 days frace period in which
they will not be charged under 1-5 above, However, if such “ID"
enmployee does accept overtime work within the 30 day periody he will he
charged thereafter, i . '

7= For ease in recording,overtime will be -charged in whole hours only.
That 1s, fractions of an hour will be recored to the nearest howr.
Examplel- man works 4.1 through 4.5 hrs. Charged 4hrs, .
Example2- man works 4,6 through 5,0 hrs., Charged 5 hrs,

8~ Periodically each man'’s total howrs will be reduced wmifor=ly so as to
meintain contimity of his overtime position and provicde a less
cimbersone figure to work with, Those departments or wmiis in which over-
tine hours are reduced periocdically to 0 shall continue to reduce

periodically to O,

G- In the event the time worked by two or more employees is not the sane,
charpeztle employees shall be charped with the lesser amount worked.



