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ALTERNATIVE WORK SCHEDULE POLICY


Work schedules are set to enable an organization to operate efficiently and perform its vital functions.

All employees, full- or part-time, will work part of an Alternative Work Schedule (AWS).  Employees can choose, with supervisor approval, to work a Flexible Work Schedule, which includes Flexitour or Gliding Schedule; or a Compressed Work Schedule (CWS), also referred to as Variable Week Schedule, which includes 5-4/9 or 4-10s.  An organization may utilize any of the schedules deemed appropriate by management.  The supervisor may require an employee to work a fixed or more restricted tour of duty based on the duties and requirements of their position.  Participation in an AWS is also based on acceptable performance and attendance.  An employee may not participate in an AWS program if their performance rating is less than a “meets expectations”.  Further a supervisor may temporarily remove an employee from the AWS program by issuing an “AWS suspension memo” if there is a documented attendance problem.  Only full-time employees at all locations are eligible to work either 5-4/9 or 4-10s, if approved by their supervisor.

A full-time employee has a basic work requirement of 80 hours per biweekly pay period (Monday through Friday). A part-time employee has a basic work requirement of 32 to 64 hours per biweekly pay period (Monday through Friday).  Exceptions to permit regularly scheduled work of from 1 to 15 hours per week for career and career-conditional employees may be authorized by Human Resources (HR).  

All employees must complete the "Personal Work Schedule” form (or another approved form can be utilized) in order to establish or change their AWS.

The Core Hours are set by management during which all full-time employees shall be present for work or absent on their scheduled lunch break.  Core hours can be from 9:00 a.m. to 2:30 p.m., 9:00 a.m. to 3:00 p.m., or whatever is established for each organization.

The Lunch Period is from 11:00 a.m. to 2:00 p.m. within which employees shall take an uncompensated lunch break. The lunch period will be taken approximately at the midpoint of the employee’s workday.  Lunch periods can be for 30, 45, or 60 minutes, with some organizations requiring employees to choose the length of their lunch period for entire pay periods and working the additional time over the 30 minutes during each workday.

Flexible hours are hours when employees can elect their arrival and departure times with supervisory approval.  Flexible hours can be from 6:00 a.m. to 9:00 a.m. and 2:30 p.m. to 6:00 p.m., 6:00 a.m. to 9:00 a.m. and 3:30 p.m. to 7:00 p.m., or whatever is established for each organization.



Below are the requirements of the AWS programs:

1.	Flexible Work Schedule (FWS)

	a.	Flexitour

		1)	A fixed work schedule, with a set arrival time during the flexible hours.    The end time for this schedule is based on the basic work requirement for each day and week.  (Example:  7:30-4:00 daily, 8:00-4:30 daily, 8:30-5:00 daily).

		2)	Basic Work Requirement – eight hours per day and 40 hours per week.

	b.	Gliding Schedule

		1)	Basic Work Requirement – eight hours per day and 40 hours per week.

		2)	Employees working a standard work schedule of five 8-hour days per week may select a gliding work schedule with supervisor approval.  An employee working a gliding schedule can vary their start times each morning during the flexible hours.   The end time each day is 8-1/2 hours later than the start time (which includes a 30 minute unpaid lunch break) or longer if a longer lunch break is chosen.

		3)	Employees on Gliding Schedule have a basic work requirement for each day and week, but may select a different starting and stopping time each day within the flexible hours.  

		4)	All hours of work must be within the flexible hour bands and include the core hours.

		5)	Employees on Gliding Schedule must record their starting time (upon arrival) and stopping time (upon departure) and leave usage and type each day by using the employee maintained timesheet or whatever form is required by management..

		6)	If an employee cannot meet the basic work requirement, missed time must be charged to the appropriate leave category, credit hours, compensatory time off, or an excused absence.

2.	Compressed Work Schedule (CWS)

	a.	5-4/9 Schedule

		1)	Basic Work Requirement: eight 9-hour days and one 8-hour day per biweekly pay period.

		2)	Employees working under the 5-4/9 plan select, with supervisor approval, a tour of duty (which includes a 30, 45, or 60 minute unpaid lunch break), a fixed day off and an 8-hour day.

		3)	For employees on 5-4/9 their tour of duty in ATAAPS will be as requested on a "Personal Work Schedule" form or another approved form.

		4)	All hours of work must be within the flexible hour bands and include the core hours.

		5)	If an employee cannot meet the basic work requirement, missed time must be charged to the appropriate leave category, credit hours, compensatory time off, or an excused absence.

		6)	When an employee is required to work on the employee’s fixed day off, another day within that pay period is agreed upon as the day off, or compensatory time or overtime are authorized.

		7)	An employee who is scheduled to attend a training class, participate on jury duty, or be in travel status on their fixed day off may request either a change to a regular work schedule of 10-eight hour days, or a change in the fixed day off for the pay period(s) affected by the training.  Immediate supervisors may approve either of the above modifications considering the needs of the office and the employee.  

		8)	An employee scheduled for more than one day of training, jury duty, or travel will change to a regular work schedule of 10-eight hour days.  However, if the site to which the employee is traveling has duty hours that will accommodate his/her CWS/VWS, the employee may work those hours.  

		9)	Exceptions may be granted to the normal scheduling period, core hour, fixed schedule and/or lunch period to permit attendance at an outside training course provided they do not result in overtime pay to either the employee or his/her supervisor.  Such schedule adjustments, known as “Educational Variations” enable an employee to attend an instructional course of study, e.g., college classes, during the normal workday.  The period of absence for the course, including travel time to and from the course, may be made up by extending the working hours on any workday during the pay period in which the absence occurred.  The adjusted schedule is to be approved by the employee’s Division Director or above and concurred on by HR.  Any period of absence (i.e., travel and class time) that is not made up during the pay period taken, must be charged to leave (e.g., annual, credit hours taken, or leave without pay).

		10)	Statutory provisions relating to earning sick and annual leave or entitlement to military and funeral leave, and in some cases creditable service for retirement purposes, have a frame of reference of the “eight-hour day”, with the result that the provisions are stated in terms of “days”.  Such references to a day or workday (or to multiples or parts thereof) shall be considered to be references to eight hours.  The use of 5-4/9 or 4-10s work schedules are not intended to either decrease or increase an employee’s existing entitlement to leave or creditable service for retirement purposes.



	b.	4-10s Schedule

		1)	Basic Work Requirement: four 10-hour days weekly.

		2)	Employees working under the 4-10s plan select, with supervisor approval, a tour of duty (which includes a 30, 45 or 60 minute unpaid lunch break) and a fixed day off each week.

		3)	For employees on 4-10s, their tour of duty in ATAAPS will be as requested on the "Personal Work Schedule" form or another approved form.

		4)	All hours of work must be within the flexible hour bands and include the core hours.

		5)	If an employee cannot meet the basic work requirement, missed time must be charged to the appropriate leave category, credit hours, compensatory time off, or an excused absence.

		6)	When an employee is required to work on the employee’s fixed day off, another day within that pay period is agreed upon as the day off, or compensatory time or overtime are authorized.

		7)	An employee who is scheduled to attend a training class, participate on jury duty, or be in travel status on their fixed day off may request either a change to a regular work schedule of 10-eight hour days, or a change in the fixed day off for the pay period(s) affected by the training.  Immediate supervisors may approve either of the above modifications considering the needs of the office and the employee.  

		8)	An employee scheduled for more than one day of training, jury duty, or travel will change to a regular work schedule of 10-eight hour days.  However, if the site to which the employee is traveling has duty hours that will accommodate his/her CWS/VWS, the employee may work those hours.

		9)	Statutory provisions relating to earning sick and annual leave or entitlement to military and funeral leave, and in some cases creditable service for retirement purposes, have a frame of reference of the “eight-hour day”, with the result that the provisions are stated in terms of “days”.  Such references to a day or workday (or to multiples or parts thereof) shall be considered to be references to eight hours.  The use of 5-4/9 or 4-10s work schedules are not intended to either decrease or increase an employee’s existing entitlement to leave or creditable service for retirement purposes.

Holidays

1.	A full-time employee who is relieved of or prevented from working on a day designated as a holiday by Federal statute or Executive Order, is entitled to their rate of basic pay for the number of hours he/she would have worked.  

2.	If an official holiday occurs on a day when a part-time employee is scheduled to work, and that employee is relieved or prevented from working on that day, he/she is entitled to basic pay only for the number of hours that the employee was scheduled to work, not to exceed 8 hours.

3.	A full-time employee on a 5-4/9 or 4-10s work schedule is entitled to an in-lieu-of holiday if a holiday falls on his/her non-workday.  Typically, the employee receives the previous workday off to observe the holiday.

	5-4/9 or 4-10s Plan Scheduled Day 		Proper Day for Employee
	Off Coincides with the Holiday 			To Observe the Holiday

	Monday 						Friday*
	Tuesday 						Monday
	Wednesday 					Tuesday
	Thursday 						Wednesday
	Friday 							Thursday

*However, if the holiday falls on Sunday and is being officially observed on Monday and that Monday is the employee’s scheduled day off, the employee receives Tuesday to observe the holiday.

Personal Work Schedule

1.	Personal Work Schedules for Flexitour, Gliding Schedule, 5-4/9 or 4-10s must be submitted on "Personal Work Schedule" form or another approved form at least three work days prior to the start of the first full pay period which begins in each month and must conform to the requirements thereon and the requirements of this policy.  Employees may establish or change their personal work schedule only at this time, except for an emergency or unforeseen situation which must be approved by the supervisor.  An employee may select any day of the pay period off provided adequate coverage is maintained in the employee’s organization as determined by the supervisor.  In any given pay period, with supervisory approval, an employee may change a scheduled day off based on personal need.

2.	The supervisor will take action on the request and so notify the employee at least 1 work day prior to the proposed effective date.  In the event that the employees' preferences for scheduled days off do not permit adequate coverage of work requirements during core hours, and it is not possible to get agreement among employees for provision of such coverage, preference will be based on the most senior Service Computation Date as recorded on the Standard Form 50, “Notification of Personnel Action”.  Based on work requirements, management, at its option, may require an employee to work on a scheduled day off.  If work requirements necessitate that an employee report to work on a scheduled day off, the supervisor will offer the employee an alternative day off within the same pay period, compensatory time, overtime, or credit hours.

3.	Times of arrival and departure must be consistent with duties and requirements of the position, scheduling criteria indicated above, or approved on either a "Personal Work Schedule" form or other approved form as an exception thereto by the appropriate SC ADs, Site Office Managers and SC Integrated Support Center (SC-ISC) management. 

4.	Modifications to Personal Work Schedules may take effect no later than the first day of the first full pay period after approval.

Exceptions

1.	If the AWS Program, chosen by the employee, is causing an organization to be substantially disrupted in carrying out its functions or to incur additional costs because of such participation, a specific restriction to the AWS may be made by the Supervisor.  Such restrictions may include, but are not limited to:

	a.	Restrict the employee’s choice of arrival and departure times,
	b.	Restrict the use of credit hours, or
	c.	Exclude any employee or group of employees other than those covered under an negotiated agreement from participation in the chosen program.

2.	Supervisors may request approval for a variation of the AWS Program, authorized herein, if such a variation will result in improved productivity or more efficient or economical operations.  Such requests must be submitted by the responsible Supervisor to the appropriate SC ADs, Site Office Managers, or SC-ISC management for approval.

3.	Exceptions may be granted to the normal scheduling period, core hours, fixed schedule, and/or lunch period to permit attendance at an outside training course provided they do not result in overtime pay to either the employee or his/her supervisor.

4.	Exceptions may be granted to the normal scheduling period, core hour, fixed schedule and/or lunch period to permit attendance at an outside training course provided they do not result in overtime pay to either the employee or his/her supervisor.  Such schedule adjustments, known as “Educational Variations” enable an employee to attend an instructional course of study, e.g., college classes, during the normal workday.  The period of absence for the course, including travel time to and from the course, may be made up by extending the working hours on any workday during the pay period in which the absence occurred.  The adjusted schedule is to be approved by the employee’s Division Director or above and concurred on by HR.  Any period of absence (i.e., travel and class time) that is not made up during the pay period taken, must be charged to leave (e.g., annual, credit hours taken, or leave without pay).

Credit Hours

1.	Credit Hours are hours worked outside an employee's basic work requirement which the employee elects to work so as to vary the length of a workday or work week.  The minimum increment of credit hours that can be taken or earned is 15 minutes.  Credit hours must be worked within normal scheduling periods, which is inclusive of the set flexible hour bands.    Employees who elect to earn credit hours or select work schedules which start prior to 7:00 a.m. should be aware that access to offices may be restricted in certain facilities and that buildings may not be heated or cooled to their satisfaction during early hours.

2.	Credit hours (with prior supervisory approval) may be earned only by employees on approved flexible schedules, unless specifically restricted by supervisor.

3.	With advance notification to the supervisor, employees will be afforded the opportunity to earn up to two credit hours each day, provided work is available to be performed.  The earning of more than two credit hours in one day requires advance approval on the “Credit Hour Request” form utilized by each office.  Notification of proposed credit hour earnings and requests for approval of credit hour usage will be documented on the "Credit Hour Request" form utilized by each office.  Approval must be obtained in advance for the use of credit hours unless the circumstances leading to the use of credit hours prevent an employee from obtaining such advance approval (e.g., a car breakdown while traveling to work).  The supervisor's decision to approve or disapprove use of credit hours will be based on a determination that an appropriate level of work coverage can be maintained on the day requested.  If coverage concerns result from conflicts between one employee's regularly scheduled day off and a second employee's request for use of credit hours, the employee requesting use of credit hours will be asked to schedule an alternate day.  Once granted, supervisory approval will not be withdrawn except to meet essential mission requirement.

4.	Credit hours cannot be earned on Saturday or Sunday, on an official holiday, or on an “in lieu of holiday”.  

5.	If credit hours are used in advance of being earned, and the employee fails to earn them within the pay period, the original time off will be charged to annual leave, leave without pay, or absence without leave, as appropriate.

6.	Credit hours cannot normally be earned for time spent in travel status.  Time spent in travel status outside the regular tour of duty, which meet the criteria of 5 CFR 550.112(g), may be earned as compensatory time for travel.

7.	 A full-time employee cannot carry over a balance in excess of 24 credit hours to a succeeding pay period.  A part-time employee cannot carry over a balance of more than one-fourth (1/4) of the hours in that employee's biweekly work requirement to a succeeding pay period.  These provisions include carryover from one pay period to a succeeding pay period included in the following leave year.

8..	When disagreements arise regarding availability of work, productivity of credit hours worked, non-approval of use of credit hours, etc., bargaining unit employees will contact the Union Shop Chair or Chief Steward and the supervisor will contact HR.  A meeting will be scheduled promptly to resolve the issue.  If the issue is not resolved informally, employees may use the applicable grievance process.

9.	If an employee changes to a schedule or position no longer eligible to earn credit hours, and he/she has a balance of earned credit hours, an automatic payoff of the hours will occur.

Premium Pay

1.	Premium Pay or Overtime – All hours worked in excess of 8 hours in a day (9 hours for employees who have selected 5-4/9 or 10 hours for employees who have selected 4-10s), or 40 hours in a week (80 hours in a pay period for employees who have selected 5-4/9 or 4-10s), which are officially ordered in advance, but not including credit hours may earn premium pay.  NOTE: "Suffering" or "permitting" employees to work who are covered by the Fair Labor Standards Act and who have an established work schedule does not constitute approval of overtime hours for those individuals.

2.	Overtime time hours will be approved and compensated in accordance with general premium pay directives.

3.	Compensatory time and credit hours are distinct; the former is a substitute for payment at overtime rates, while the latter permits a "shifting" of work hours which are compensated at regular rates and at the request of the employee.

4.	For shift workers, entitlement to premium pay for night work or night differentials will be determined on a case-by-case basis when the basic work requirement is established.
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