	
	
	

	
	
	


Annex A to LEC PB Inst 14/09

dated 22 Jul 09


LEC Pay Bureau

LEC Support Services

HQ United Kingdom Support Command 

BFPO 140

Telephone:
0049 (0) 2161472 3695
Military Network:
94872 - 3695

Fax:
0049 (0) 2161472 3479
Fax:  94872 - 3479

E-Mail:
frances.howarth468@land.mod.uk  
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	Reference:
	D/CS(LEC) 3125/7

	
	
	

	
	Date:
	22 July 2009

	
	
	


	PAY BUREAU INSTRUCTION 14/09



LEC (DEL AND DEP) EMPLOYEES – INTRODUCTION OF LEC PAY BUREAU FORM 6 AND 6a SUPPLEMENTARY TIMESHEET (BFG 24) – ON CALL HOURS/CALL OUTS/TELEPHONE CALLS
Reference:

A.
DCS(LEC)3345 dated 4 May 2009.

1.
Reference A advised of the changes to the provisions of the CTA II in relation to On-Call-Duties with effect from 1 May 2009.
2.
In order to ensure the employees receive the correct payments in accordance with the new provisions new On-Call Supplementary Timesheets (BFG 24), LEC Pay Bureau Form 6 and 6a are being introduced with effect from 1 August 2009.  The forms together with instructions and user guide on how to complete are attached at Annex A.  
3.
The GLSU is to issue the new forms to those Units, which have employees assigned to On Call Duties and to inform the Units that all other formats of the Supplementary Timesheet will not be accepted after 30 September 2009.  Failure to comply may result in employees not receiving the correct On Call payments on the date expected.

4.
Should you require further clarification please contact the undersigned.
Frances Howarth

Head of LEC Pay Bureau
Distribution:

All GLSUs *  
HQ SCE – Mrs Karen Asher *

HQ NCMS – Mrs L Walker*
DCS CPA P&L 1*
LEC Pay Bureau *

OC LEC Training Wing *
* Denotes by e-mail
User Guide – Supplementary Timesheet (Aug 09)
The Supplementary Timesheet LEC PB Form 6 has been created as an Excel template.

If you wish to insert a signature block for the Line Manager, use LEC PB Form 6a, unprotect sheet, insert signature block, protect sheet and save as Excel template.

First block of data – Employee data:

1.
Field “Period”:
Insert applicable month

2.
Fields “Name”, “Pers.number” and “EKZ/WPN”:   Insert appropriate values

Second block of data – On Call Hours

3.
Periods of on call hours are to be entered against a date in each row as well as from and to times. Please adhere to the split into Monday to Friday or Saturday/Sunday/Public Holiday hours.

Input format for the date:
01/01/09 or 01.01.09

Input format for the times:
01:00 for 0100 hrs





19:00 for 7 pm

· for 00:00 or 24:00 always insert:




00:00 if in the ‘from’ column



24:00 if in the ‘to’ column to ensure correct totals



[Excel changes 24:00 into 00:00 on the screen]

· Exception for entry of a whole day:




00:00 (from)  23.59 (to) [otherwise Excel does not show total, 

    actual payment is for 24 hrs]
Totals are calculated automatically once times have been entered.

Third block of data – Callouts and Telephone Calls

4.
Due to the new regulation hours for callouts and telephone calls have to be assessed separately. In order to ensure correct calculation, from and to times are required for each occasion. Should the rows not suffice, start a second sheet.

5.
After completion please print the form, sign and obtain the Line Manager’s signature.

Completed example:

	Supplementary Timesheet (BFG24)
	
	Period:
	May
	

	
	
	
	
	
	
	
	

	Name:
	Meier
	
	
	
	
	
	

	Pers.no.:
	123456
	
	
	
	EKZ/WPN:
	S1310
	

	
	
	
	
	
	
	
	

	ON CALL HOURS
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Monday - Friday
	 
	 
	Sat / Sun / PH
	

	Date:
	from 
	to
	Total Hrs
	 
	from
	to
	Total Hrs

	29/04/2009
	00:00
	07:00
	07:00
	 
	 
	 
	00:00

	29/04/2009
	18:00
	00:00
	06:00
	 
	 
	 
	00:00

	30/04/2009
	00:00
	07:00
	07:00
	 
	 
	 
	00:00

	30/04/2009
	18:00
	00:00
	06:00
	 
	 
	 
	00:00

	01/05/2009
	 
	 
	00:00
	 
	00:00
	07:00
	07:00

	01/05/2009
	 
	 
	00:00
	 
	18:00
	00:00
	06:00

	02/05/2009
	 
	 
	00:00
	 
	00:00
	07:30
	07:30

	02/05/2009
	 
	 
	00:00
	 
	15:00 
	00:00
	09:00

	03/05/2009
	 
	 
	00:00
	 
	00:00 
	23:59 
	23:59 

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 

Total hrs:min:
	26:00
	 
	 Total hrs:min:
	53:29

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	CALLOUTS AND TELEPHONE CALLS
	
	
	
	

	
	
	
	
	
	
	
	

	
	Call Outs
	 
	 
	Telephone Calls
	

	Date:
	from 
	to
	Total Hrs
	 
	from
	to
	Total Hrs

	29/04/2009
	19:00
	20:15
	01:15
	 
	 
	 
	00:00

	30/04/2009
	 
	 
	00:00
	 
	23:00
	23:15
	00:15

	 
	 
	 
	00:00
	 
	00:30
	01:00
	00:30

	 
	 
	 
	00:00
	 
	02:00
	02:20
	00:20

	01/05/2009
	05:00
	06:30
	01:30
	 
	 
	 
	00:00

	01/05/2009
	21:00
	23:30
	02:30
	 
	19:00
	19:05
	00:05

	02/05/2009
	 
	 
	00:00
	 
	21:00
	21:22
	00:22

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	 
	 
	 
	00:00
	 
	 
	 
	00:00

	
	
	
	
	
	
	
	

	 
	 
	
	 
	 
	 
	
	

	Signature Line Manager
	Signature Employee
	Date
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