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AFR 40-61000-ALC-HAFB
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(HILL ) AFI 36-807, 2 June 1994, issupplemented as follows:

SUMMARY OF REVISIONS

(HILL ) Thisdocument is dostantially revied ard must be completglreviewed.
2.14. (Added-HILL ) Night Work. Work perfamed between ththours 0f1800 and 0600 #following
day.

2.15. (Added-HILL ) StandardGrawyard Shifs. Graveyard shifts canmercing at 0000 hoursbegn
the day for work eheduling puposesand fa determining the holiday or the daobservedn lieu of the
holiday.

2.16. (Added-HILL ) Irregular Shifts. Exceptions testandard estatshed shifts to pvide accomplish-
ment of ungual workload requirementdrregularshifts may or may nd involve uncommon tours.

2.17. (Added-HILL ) Intermittent. Work which is done oran irregular basis becaa it is not feaible
to establish a prearanged (regulaly scheduled tow of duty.

2.18. (Added-HILL ) Summer Aid. Excepted sevice employment during the suammer saon. Nor-
mally acomplished by Wage Grade (WG)employees.

2.19. (Added-HILL ) Stayin-School Progam. Pat-time employmert while attending school.

2.20. (Added-HILL ) Advance Notice.A written notiee provided to employees aon as pssible,but

no less than seven caleaddays befee a changen the basic wakweek (hours & work or tour d duty).
The noticemust be datedreflect hours and dayd duty or sgecific days d&f, effective date, and employ-
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ees asggnead by name. In computing the seven-day period, ether the date the notice is given can be
counted otthe effective dte of the change tour, bu not both.

2.21. (Added-HILL ) Alert Assgnment. The requiremst that aa employeeremain & home, or other
designated laation, for a certan period to answer callsfrom official sources fothe purposesfalirecting
emergeng messages,locating specifiandividual, or doing othersuppat functions.

2.22. (Added-HILL ) Sunday Work. All work performed during a regularly scheduled tour of duty
within a basic workwdewhen any partof that wak is peformed on Suday.

2.23. (Added-HILL ) Overime Work. Hours of workthatareofficially orderel in advance ar in
excess of eight hots in a day 040 hoursn a week.NOTE: Overtime workkor compessed wek sched-
ules is dlhoursin exces d the establiskd compresed wak schedule.

2.24. (Added-HILL ) Staf Officers. Staff officers ae those officerswho are immediatglsubordinate
to the OO-ALC Commander (correspords to directorate evel and includes he Chief, Office of Pubic
Affairs (OO-ALC/PA)).

2.25. (Added-HILL ) Organizatonal Element. An organizational element is the lowest organization
structure. NOTE: Information regardingopaymentof overtime, night work, Sundayrgmium pay, ad
othe specia pay entitlements isontainel in OO-ALC-HAFBPAM36-1, Ratef SpeciaPay.

3.2. HILL) Approving authority foAF Form 428, Requefor Overtime, Holidg Premium Payand
Compensatory Time, is delegated to @ommanders, directors, andchiefs of staff offices. This approval
may ke further delegted in writing to divsion or equivalent maagement level.Directors, commandeas
and chiés of staff offices ae responsiblefor ensuriig the overtine or compenatory timethat a General
Schedule(GS) employee works in a payrppe does nbexceed the maxinm salarylimitation. NOTE:
Ovettime workmust be adered by theappropiate supavisor and appoved in writing by the dficial des-
ignatedto authorize oventne payment. Since overtime appval constitues authaoity for the expenditure
of fundsand certification thatovertime fundsare availableapprovalmust be obtained Here thework is
pefformed except in an emergency when itstrhe made a matterf cecord no latethan the following
workday. Work peformed by an employee outside his regularischeduled tour foduty withou official
authaization a appoval canna be the basisfor oveitime pg underprovisions 6 Title 50f the US Code.

4.1. HILL) Submt requests of©O-ALC Form397, Requ# for Rearrangement of Wdkweek forEdu-
cational Purposes, through diectorate @ staff office to the Civilian PersomhOffice (OO-ALC/DPC) for
appoval. If any level d management doaot concu with theemployee' srequest, document the reasons
for the ron-concurrence. Do not honorrequests if the dass is awail able during na-duty hours. If the
employee beginacouse before obtaining approval, annuzve or leave without pay reibe wsed until
therequest is approved, a if therequest is disapproveor the remainder 6the taining. OO-ALC/DPC
makes a copyfdDO-ALC Form 397to retainin their files, a copy is returned to the requesting organiza-
tion, and the origina is forwarded ¢ CustomerSupportBranch (OO-ALC/FMFS).

4.2. (HILL) Written notce requiremerstare met when scheded are posted on official orgarzonal
bulletin boads insufficient ime to afford employeeshe mnimum notice priod. Supervisors are
enmuraged to wekly review sheduks coveringchanges topreclude omision of names ofreassigned
employeesnd ensure changes assignmentsr@ documented torpvide fa the minimum noce peiod.
Posted scheduleswill not preclude issuance of individual notices to employees if management deems
such action appropriate. Post work schedules where enmployees otate from one shift to another dift
thoudh assigned  a Monday thoughFriday schedd. Serd acopy d the written rotice ssmultaneosly
to the unon steward. The witten noticemust be given a minimin of seven calendar days fige ech
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shift if the days off are changed and &fore thespecific workday affected if only the hours ofluty are
changed. Employees mg not be assigied toa changed tair until requred approvals for the tar are
obtainel and noticerequirementfiave been met.

4.2.1. (Added-HILL) Destroy work schedules wheretincommon tour of duty is no longer in effect
following applicable publiations.

4.2.2. (Added-HILL) Authorized Exceptions toMinimum Notice Period: The supervisor may \aive
the minimum seven-dg notice for the following specific reasos if a chamge in shfts or days offis
required. Supervsors must ersure they comp with any additimal requiremerg containedmn the current
unionmana@ment agreemetfor employeesincluded n the bargaining unit.

4.2.21. (Added-HILL ) Examnationsfor pranotion or dher specfic personnel actions, mopen com-
petitive examinatonsfor the positio in which the employee iss/iced which are dectedby the Office
of Pesonnd ManagemenfOPM) or the CentraCivilian Pesonnd Office (CCPO).

4.2.22. (Added-HILL ) A physical examination, medicald, a emergency treatment provided on bse
or by a federal physian or by a facility oficially authaized to treat employees while they are an ofi-
cial duty statts.

4.2.23. (Added-HILL ) Medical examinationsuthorized by the employeto determine fitness fofed-
eralservice or as prt of the bae health progam.

4.2.24. (Added-HILL ) Required base clearan@eocedures donduring theday shift.

4.2.25. (Added-HILL ) Variations in workweek to fadlitate an employee’s educationd opportunity
authaized by the CCPO.

4.2.26. (Added-HILL ) Attendanceat a grievance or appeal hearings as the aggrieved; theagbs
designated represntative; to furnish tetimony, or as part of the emplaoyse assignel duties toserve as
the grievance or appkehearing reprsentative of tle employer.

4.2.27. (Added-HILL ) When management determinésecessay to canel a previously established
andapproved uncommon tour of dytdue b changesn requirement, workloadyr supportability.

4.2.28. (Added-HILL ) Acceptance of a temporpduty (TDY) assignment wherein the hours of duty
at the TDY site are otler than thee worked by tke employeest homestation.

4.2.29. (Added-HILL ) Emergercy alerts or exerces.

4.2.210. (Added-HILL ) When authorized by publications of other commands agijii¢o the organi-
zation.

4.2.3. (Added-HILL) The acceptance of training, emporary duty assgnments, or @lucation that
requires changem tours of duty pshift are to be identified on the ajppriate foms, orders, ochange
requests.Hours ¢ work should coincié with those dthedesignated location.

4.3. HILL) Theaggregate peiod of rest will not exceed ten minutes during each four rsd continu-
ous work. Employees not granted a fixed restopl may beauthorized to cosume réreshments at their
desk @ placeof work provding the teal time so used doe®t exced that authazedfor fixed restperi-
ods. Supervsors will ensure that all employeese avare of the organizational pay on timesfor rest
periods and the availability a&freshments; the prime purposef rest periodsnd breaks is oberved and
rest periods ae notreported as overthe worked.
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4.4. HILL) Organizationsequest 20-minute othe-job lunches ising OO-ALC Form 173, Request for
Uncommon Tour dduty/Irregular or Night Shiftjustifying why lund cannot bescheduled and v pro-
duction will increase. OO-ALC/DPC makes a copy the OO-ALC Form 17: to retain in tlir files, a
copy isreturned to the requsting organization,and the original in fovarded to OO-ALC/FMFS. Where
arownd-the-clock coerage exists and there aresufficient maching, vehicles, facilities, or other equip-
ment to allow for an overlap of personnel during theshift change, auhorize on-the{ob lunch for only
those employeesfatted. Nomally, do nd request an onthe-job lunchfor supervisors of such employ-
ees All civilian employeeswill observe a 3@rinute, 45-minuteor 60-minute lurch, except those autho-
rized a 20-nmnute on-he-job lunch. On a rg@ular workday the lunch period may legin no earlier than
three hoursfter the sart of the shift and no bter thansix hoursafter the start of the shift.If a supervisor
detemines that taking a lunch pedas notin the lest inteest ofthe empoyee, supavisors may authare
no lunch pend. Ths must not becoan standard practice for any pantar employee, and theemployee
must agee to the omision of thelunch period. Time and attendaneports must be annotatemishow
no lund period.

4.5. (HILL) Office andclerical personnel are expected to work until the end of the shift and are rot

allowed a cleanup period. Allow empbyees required towear special government furnished cbthing a
reasonaleg amount of éficial time at theend of theshift for thechanging d the special clothing. Der-

minethe amounof official time allowed by the lowst practicable level 6 superision bagd onspecific
circumstaces. Five minutes dfcial time will usually be sufficient to meet requirementsf cleanup or
changing & governmenturnished clothing.Howe\er, addtional time may be nessary basd on man-
agement requirements.

4.6. (Added-HILL ) Duty Location. Crew chiefs osuperisors d employeesvho are asgned duties
at vaying locationson the bae will advise empoyees where to begiwork the next day so th#tey can
report for duty at the predetermined locations at the beginnitigeofiext shif Employees will not return
to dispatching paits mae than fiveminutes béore the end ofhe shift when necssary to clean and put
away tods and equipment usigon thejob. Vehicle opetorswho return vehiclesd the Vehicle Opera-
tions Flight(75 ABW/LGTO) at theend d the shift will remain on the job until 15 minutésfore theend
of the shit unless theyare releasedarlier from theactivity to which asigned.

4.7. (Added-HILL) IrregularShifts: The nunioer of irregularshifts should b heldto an absolute min-
imum consistent with operating requirements. Operating activities will maintain justification and
appoval of irregularshifts for review by locaor highe headquarters oficials. Destroy documentation
accarding to applicable publications. Avoid shifts beginning before midnight Saturday or Sunday or
shiftsextending jusbeyond midnight Saturdayl hese shifts entitleemployeesto 25 percent Sunday pre-
mium pay for tle entireshift although the major portion d@s rot fall on Sundyy. Double Sunéy pre-
mium p& (two shitts involving Sunday premum pa in the same wakweek) may be payable when the
employe= works two shifts tha fall within the 24-hour geriod on Sunday.

4.7.1. (Added-HILL) Commanders, diredors, staff officers, or commanders of enant organizations
(except 419Fighter Wing (4B FW)) are delegated the authoriio approve iregular shiftswhen he day
shift start timesare between 0600 and 0800This authorly canna be redelegatl. Employeesra noti-
fied by letter with a copjorwarded to the OO-AC/DPC. The appoving official will review and docu-
mentshifts established under this authaity once eery two years as a miniman.

4.7.2. (Added-HILL) Irregular shifts fa 419 FW will be processed in accordance with applicable HQ
AFRES pubilcations usincOO-ALC Form 17%. Forwad copy d the approval o the OGALC/DPC.
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4.7.3. (Added-HILL) Requirements forriegular shifts owide the hours of 0600800, exeptions to
standardshifts, split hours during one sk, or two or more kifts within one kasic workweek, are
requested otOO-ALCForm 17:. Requests arerouted through the apgpriate commander, director, or
staffofficers, to the OO-ALC/DPC bdore the requested effective date to ensure pragen notfication,
approval, and notie period.

4.8. (Added-HILL ) Uncommon Tots d Duty. Operating etivities will obtain approval and maintain
justification of uncomma tours ofduty as autlined for irregularshifts above.

4.9. (Added-HILL ) Parttime Empoyment. Clngesin parttime tours of duty requiresubmission of a
S 52, Request for Pesonnel Action.

4.10. (Added-HILL ) Intermittent Emdoyment. When an intermittentemployee is sheduled before
the beginmg of a pay peod, for a tmeframe ofmore than two consetive pay periods, the supervisor
is required to change the employee' s work sdedule fromintermittent to part-time or ful-time. Eech
schedule change reques submision of SF 5..

4.11. (Added-HILL ) Summer Aids. Do not schedule these employees to work hours or shifts that
involve uncommon tours,regular shifts, or shiftsthat requre night differential, holiday premium pay, or
Sunday premium pay. If sh tous can be justiéd and are required fdhe mission, approval rsube
obtainedrom the drector @ commaneyr. If approved and otherwisentitled, holday, overtime, shift dif-
ferential, and Sunday premium pay is authorized. Obseve the following additional restrictions if the
employe is underl8 years of ag

4.11.1. (Added-HILL) Do not pemit theminor to workbetween 2200 and 0600 hors. Arrangefor the
safey and welfae of minorsworking betwen 1800and 2200.

4.11.2. (Added-HILL) Do not pemit the minor to wdk more thansix consecutive days in an adminis-
trative workweek pmaore than eight hous per day.

4.11.3. (Added-HILL) Provide adequaterest ard free-time mealperiods. Twaty-minute on-tle-job
lunch periods age not authaoized.

4.12. (Added-HILL ) Stay-in-School Program. Stuwlentsappointed under this pragram may work
parttime, upto 20 hours per admnistratve workweek, andareallowedto work full-time during any
vacation pgod o wheneer school is @ficially closed. P is received fo the number & hous sched-
uled to work onthat day. Obsve the following restrictions if the employeeis underl8 years bage:

4.12.1. (Added-HILL) Combined hots of schookessions, work, and travel timeebween shod and
work cannot exceed nine haua day nor eight wk hoursSaturday. Combined dayd work andschool
will nat exceed sk consecutive days.

4.12.2. (Added-HILL) Do notpermit the minor to work between 200 and 0600hours. Arraige for
safety ad welfare ¢ aminorworking between 1800 ad 2200.

4.13. (Added-HILL ) Standby Duty. Standby duty may be ortear directed onlyfiit is covered by a
compenation plan orif such duty is esheduled wihin the employee’s reguléour d duty. The dutes to
be performed duing the standby period must be ircluded in the position description and standby time
must bea condition of employmentTake appropiate digiplinary action incases ohorperformance.

4.14. (Added-HILL ) Alert Assignment. Alert duty may omay not be gpart of standby duty 10of the
functionsconcerned with emergncy essenital assignments. Ait duty for cvilians ma be ordred or
directed only f it is covered by a compesation planfor actwl duty performed o if it is scheduled within
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the employe’'s regular tour of duty An employee’sndication of non-availability for aledssignments
cannot le used asa basisfor disciplinary action or reassignment fron employees’ psition. A telephone
alert asignment is voluntary.

4.15. (Added-HILL ) Assgnment of Tours ofDuty. Try to work out satisfactory shift arrangements
within normal assigned tours for empbyees requesting an exception to the or@r of rotation or to their
assignedshift who are:

4.15.1. (Added-HILL) Members of Ndtiond Guad or active reserve unitsfahe Amed Faces so that
they can attend eetings If scheduled tous d duty conflicts with such meetingemployees will submit
awritten request to the immediate supervisor stating that they are nembers of the National Guard or
resave, provide he chedule of meetings, ndicate the shift adjustment requested, and the period the
change isequired.

4.15.2. (Added-HILL) Applicants pos®ssing critically needed skills and who can work only certain
shifts.

4.15.3. (Added-HILL) Attempting o gain futhereducation to improve ability on theb or to advace
themelves through offthe-job training. This des not include raining authorized byAFI 36-401,
Employee Training andDevelopmen or rearangement dworkweek for educational pposes. Employ-
eesdesiring shft adjustment within nonal established tours will subha written request to theimme-
diate supervsor statingthat they are enroled in school, povide the schedule o clases,total aedit hous
to be taken, and thahift adjustment requested to met the scledule. To avoid posble adversempact
upan the peformance bduties,the credi hours shouw not exced one-halfof a nomal full-time student
load.

5.2. HILL) In determinng the day of observaeca workweek startsSunday and endsSaturday. The
occurence d a holiday never chaeg an employeelsorkweek. Holidays are governed by law, no devi-
ation is permtted.

5.2.12. (Added-HILL ) When a holiday falls on a nonworkday for an employee covered by a com-
pressed work scheduk and tte holiday fallson Sunday, tanextschedule workday is the otserved holi-
day; if the holiday is not a Sunday, the last regularly scheduled workday preceding the holiday is the
observed hiaday.

5.8. (Added-HILL ) Holiday Pay:

5.8.1. (Added-HILL) When no work is performed, regular full-time employees receive basc
straighttime pay for haldays on which theyare not required to workHowe\er, if the holiday fak dur-
ing a period of non-pay status, the engyee receives no payfor the hoiday. Part-time employees
(including studentaids) receie regula pay for holidays on} when tle holiday fallson one of their regu-
larly scheduled workdays. An employee appointed undefetigeal wage system (FWS) must be serving
unde an appointment whbh is not limited © 90 calendardaysor must have been aently employedor
a coninuous peod of 90 days undeoneor more appointments withda break m service to be entitled
to pay for the holiday. Employees hred under intemmittent authority (no regularly established tour of
duty) receive no pay utessactual workis peformed.

5.8.2. (Added-HILL) When wak is performed, an employee entitled t@gular pay when no wkis
performed willreceive holiday prenum pay when workis peformed duringheregukrly scheduledhift
on the holidayor theday obsrved inlieu of the holday. Overtime will be pad for work performed on a
holiday the n lieu of daywhich isoutside theegulaly scheduleashift. Pat-time employes (including
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studentaids) receive holiday premiunayponly when the holiday worked falls @ one of their regularly
scheduled workdays. A regula employeeis paid a mirmum oftwo hours of holiday pemium if called
back to wak during regularly schededd duty hours.If an employeés called back on the hday and per-
formscontinuous duty, prt of which co\ers the reguldy assigned shift and part that atenscheduled”
ovettime, my holiday pay for the actua duty time andat least two hous owertime for the period oudide
the duy hous.

5.8.3. (Added-HILL) Organiztionswill notapprove paymet of holiday premium gy to anemployee
atending training on a loliday. Employee Development and Operations (/5 MSSDPEO)will decide
exceptions.

5.9. (Added-HILL ) ReligiousHolidays. There isno official observance d religious hoidays, except
those which are also legal holidays. Try to arangework schedules for employees equesting absence
from wak on relgious hdidays. I this is not pactical, grant employees arasiueaveor leave without
pay unlessthe appreal would have aserious advese dfect upn praduction or jeopadize mission
accomplishment.

5.10. (Added-HILL ) Compenstory Time Off for Religious Cbservance. All general schede (GS)
and FWS employees may regugme df from work for religious reasons and,appoved, maleit up by
working compersatory time irstead of being regired to wse annual leave or lsing pay when personal
religiousbeliefs requie an alsence fom wak. The compensatoryime should be wded within 30 days
of taking the time fi. Compensatory ime off should nd interfere wth the efficient accomplishment of
the agency's mission.

6. (Added-HILL) Overtime and Compersatory Time. Request overtime @ compensatory time df in
lieu of overtime @yment on AF Form 42¢ or other forms pescribed for enant activities by the majyr
command. Sucha request, approved and retured, constiutesthe supervisor's auhority for certifying
ovettime a compensaty timeworkedon the Time ard Attendancereport The approvedAF Form 428
is maintainedby the supewisor. If compesaory time wakedis convertedto ovatime pay obtain
approzal from the ovettime approving official. All FWS (including wage sugvisors(WS)) employees
and GS employeswhaoserates of pay do not exed the maximumate d aGS-10, nay request compen-
satory tine off instead of paymetifor irregular or ocasional overtime work, but tise employeescannot
berequirel to take compesatoly time df instead 6 receiving paymentfor overtime wak.

6.1. (Added-HILL ) Use d CompensatyrTime. Supervsorswill ensure compensatg time off in lieu
of overtime is scheduledfase withn areasonable timerame (e.g to the extent feasiblechedule uge
within oneor two pay periods). Supervisors may grant compensatory time off before anual leave is
approved exept whenannual leae would other wse be forfeited. If the employe is unable to se com-
penstory time within 26 pa periods after the compensatorynte isworked,the employeavill be paid
ovettime at the overtne ratefor theperiod inwhich it was earned.

6.2. (Added-HILL ) Time on Officia Travel. To the maximum extent possilde, supervisars should
schedule travel within an employee’s regula scheduled workweek.An employee may not be compen-
satal for time s@nt in travelaway from the official duty station during non-dy hous unless the travel
meetsone or moe d the conditionsset forth in 5 USC 5542(l(R) or Section 7 of Fair Lalbd&tandads
Act (FLSA). (SeeHILLPAM 3%-1 for clarification of overtime pgymert in travd staus.)
When non-duty TDY travel is essetiad and the employee is not entitled to overtime pay, the official
ordering the ravel shouldrecord the reasonsfor ordeing travel @ thattime ard give acopy d therecord

to the employe when requested in accordance with 5 CFR 610.12eeAF| 36-802,Pay Settin:.)
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6.3. (Added-HAFB) Lunch Periods During Overtime Work. Schedule a non-compensable meal period

of 30-minutes when more than four overtime hours are approved before or after an employee's basic
assigned shift and when more than five overtime hours are approved for a day outside the employee's
basic workweek. Do not report lunch periods as overtime worked. If the supervisor determines that tak-
ing a lunch period is not in the interest of the employee or work production, no lunch period may be
authorized. When the supervisor approves the omission of the lunch period, annotate the time and atten-
dance report.

7. (Added-HAFB) Forms Prescribed. This publication prescriOO-ALC Form 173, Request for
Uncommon Tour of Duty/Irregular or Night ShandOO-ALC Form 397, Request for Rearrangement of
Workweek for Education Purposes.

BETTY J. MADDOX, Chief
Civilian Personnel



