

        OO-ALC/DPCE, August 2004


Work Scheduling Options
Addendum to OO-ALC Civilian Employee Physical Fitness Letter

1.  Work scheduling options for civilian employees have not changed.  Organization commanders must schedule work to balance mission requirements, efficiency and economy of operations, and employee needs (for well-being).  Clarification on the current scheduling options available for full-time employees is provided below along with references for specific guidance and procedures.
2.  Employees may submit written requests for work schedule changes (including lunch period changes) to their supervisors for the purpose of participating in fitness activities before work, after work, or during the lunch period.  Approved leave may be used in conjunction with the lunch period or at other times to increase the time available for participation in fitness activities.  


a.  As with any request for temporary or permanent scheduling changes, evidence in support of the circumstances giving rise to the request may be required to support approval and/or continuation of the applicable scheduling change.  For example, if the request is for the purpose of participating in intramural sports or structured fitness activities, evidence of participation such as sports registration or personal logs may be requested.  For bargaining unit employees see the OO-ALC Local Supplement Agreement, Article 43, Shift Changes. 

b.  Uncompensated lunch periods are established for 30, 45, or 60 minutes.  In accordance with local policy they are either scheduled for a fixed time or vary (not earlier than 3 hours or later than 6 hours after the start of the shift) as established by the organization.  This period may not exceed 1 hour (IAW Title 5, United States Code); however, approved leave may be taken in conjunction with the lunch period.  


c.  As a reminder, breaks and authorized on-the-job 20 minute lunch periods are considered hours of work and may not be combined with non-duty time away from the work area, which means the employee must remain at or near the work area for the duration.

3.  Supervisors will consider employee requests and indicate if supporting evidence or additional information will be required.  Supervisors provide the requesting employee a receipted copy of the request and keep the original in the Supervisor’s Employee Work Folder.  Where mission requirements can be balanced with individual requests, supervisors will initiate procedures for approval (see references in paragraph 8), along with notification and bargaining (through a Labor Relations Specialist) where appropriate, prior to implementation.  If the request cannot be implemented a written and dated decision will be provided to the employee.  An employee acknowledged receipt, of two copies of the decision, will be placed in the Supervisor’s Employee Work Folder.

a.  Consider applicable premium pay costs in balancing mission requirements with requests for start times earlier or later than 0600 to 0800 hours, evening and Sunday shifts (see HAFB Pamphlet 36-1, Rates of Special Pay).  

b.  The approval of leave for this purpose must not increase overtime (or compensatory time) requirements.  There may be exceptions for medical necessity under applicable leave provisions.

c.  Employees may voluntarily request a change from an established Alternate Work Schedule (AWS, see paragraph 5 below) to another tour of duty; however, if management is directing the change it also requires supporting evidence that continued participation in the AWS would result in the legal standard for “adverse agency impact.”  

d.  Administrative questions may be addressed to specialists in Civilian Personnel, Labor and Employee Management Relations Branch (OO-ALC/DPCE).  Timekeeping questions may be directed to specialists in the Comptroller Directorate, Civilian Pay Customer Service (75 CPTS/FMFC).

4.  A regular tour of duty refers to five workdays at 8 hours each, Monday through Friday.  Supervisors can usually indicate the availability of this schedule and range of start times.  
5.  There are two types of Alternate Work Schedules, Compressed Work Schedule (CWS) and Flexible Work Schedule (FWS), and both are currently in use at Hill AFB where authorized.  

a.  CWS is an 80-hour biweekly tour scheduled in less than 10 workdays, i.e., 4 days of 10 hours each (4/10), or 9 days (5 one week and 4 the next week) of 9 hours each except one day is 8 hours (5/4/9).  Other variations require approval, notification and bargaining where applicable, prior to implementation.

b.  FWS is a regular tour of duty but it has core hours (such as, 0900 to 1430 hours) around which employees can vary their starting and stopping times within established limits for consecutive hours of work.  FWS may include authorization to earn credit hours at the employee’s election within established limits.  A maximum of 24 credit hours can be carried from pay period to pay period and they are used in the same manner as annual leave.  Credit hours cannot be combined with any other type of work schedule.  This does not preclude overtime earnings where management requires employees to work in excess of the 8 hour day.
6.  An uncommon tour of duty is any 40-hour workweek scheduled to include Saturday or Sunday and at least four workdays, but not more than six, in an administrative workweek (0001 Sunday to 2400 the next Saturday).

7.  Irregular (or temporary) shift changes are exceptions to established shifts for the purpose of accomplishment of unusual workload requirements and may involve uncommon tours of duty.  The procedure for irregular changes is different from common changes for training and temporary duty assignments, or rearrangement for educational purposes.  The procedures for all are covered in the references shown below.  

8.  References for specific guidance and procedures:  AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances, along with the HAFB Supplement to the AFI and OO-ALC Form 173, Request for Uncommon Tour of Duty/Irregular or Night Shift, and for Bargaining Unit Employees (BUEs), the OO-ALC Local Supplement Agreement (LSA), Article 43 Hours of Work (See at <<<http://www.hill.af.mil/civpers/index.htm>>>).  Please note that scheduling changes must be entered into the timekeeping system the pay period before the new schedule begins. 
