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Pur pose

The Aeronautical Center Alternative Wrk Schedul e (AW5) Handbook provides
gui dance to supervisors, managers, and enpl oyees on the procedures for AWS.
If you have additional questions, please contact your servicing personne
specialist for further information

Thi s handbook cancels Order AC 3600.18, Alternative Wrk Schedul es, dated
7/30/92; and the User's Guide for Alternative Wirk Schedul es.

Parti ci pation

Al |l supervisors are responsible for maintaining normal, uninterrupted service.
Coverage during official business hours Monday through Friday is inperative,
and supervisors are responsible for assuring that all offices are capable of
transacti ng neani ngful business during official business hours . AW nay be
termnated or nodified if it is determined not to be in the best interest of
the public, the Governnent, or the enployee. Managenent reserves the right to
establish a different basic workweek or a regularly schedul ed tour of duty

ot her than described in this handbook for any enpl oyee or group of enployees.

Each organi zation is responsible for deternmining the approval |level for the
establishnment/nmodification of AWS schedul es within their organi zation. Each
organi zation is al so responsible for determ ning the approval |evel for
establishing and/or nodifying tours of duty which are necessary to acconplish
the work of the agency. It is reconmended that these del egations be
established at the | owest practical |evel within the organi zation. Any

del egati ons should be nade in writing.

Participation in an alternative work schedule is voluntary, and enpl oyees may
not be required to work such schedul es. Those enpl oyees not participating
will work official business hours. To the extent practical, enployees will be
permtted to select an alternative schedule from anmong those approved for

hi s/ her organi zati on. However, nmanagenent retains the right to change any
enpl oyee's work schedule, to require enployees to work other than officia

busi ness hours, and to discontinue participation in an alternative schedule in
order to avoid adverse inpact on operations. Supervisors may also alter or

wi t hdraw the option of an enployee to participate in an alternative schedul e
due to enpl oyee abuse. Except in unusual or conpelling circunstances,
supervisors will provide enpl oyees as nmuch advance notice as practical when
operational priorities require a change in, or discontinuance of, the

enpl oyee' s alternative schedul e.

Approving officials nmay exenpt an organi zation fromparticipation in
alternative schedules if it is not practical for that organization due to the
nature of the work.

Organi zati ons may establish alternative work schedul es for eveni ng and ni ght
shift operations. AW devel oped for evening and night shift operations nust
foll ow the basic guidelines contained in this handbook

New enpl oyees should be all owed an AW as soon as possi bl e; however,
supervi sors may require a new enployee to work a fixed schedul e during

of ficial business hours until he/she becones sufficiently oriented to work
i ndependent|ly during an AWS.



Bar gai ning unit enpl oyees may be included in AWs only to the extent permtted
by agreements reached with their exclusive representative.

AWS Pl ans

The foll owing AWs options are avail able for use by Aeronautical Center and
t enant organi zations:

Fl exi t our Schedul e

diding Schedul e

Vari abl e Day Schedul e

Vari abl e Week Schedul e

Maxi f | ex Schedul e

4- Day Wor kweek

5-4/9 Pl an

Credit hours are available for enpl oyees working flexible schedul es.

Definitions
Admi ni strative Workweek. A period of 7 consecutive cal endar days, which in

the FAA begins at 0000 hours Sunday and ends at 2400 hours (midnight) the
fol |l owi ng Sat urday.

Al ternative Work Schedule (AW5). A general termused to describe any schedul e
other than the traditional work schedule (8 hours per day, 5 days a week) such
as conpressed and fl exi bl e work schedul es.

Basi ¢ Work Requirenment. The nunbers of hours, excluding overtine and credit
hours, which an enployee is required to work or is required to account for by
| eave or other approved absences.

Conpressed Work Schedule (CW5). A schedul e that enabl es an enpl oyee to work
80 hours per pay period in less than 10 workdays, schedul ed duri ng Monday

t hrough Friday each week of the pay period. OCWS' s covered in this handbook
are the 4-Day Wirkweek and the 5-4/9 Pl an

Core Tine. That portion of the day during which all enployees on a flexible
wor k schedul e must be present for work or in an approved | eave status.

Credit Hours. An enployee who works a flexible schedule may request to work
credit hours. They are not considered overtine hours but are credited to the
enpl oyee's credit hour account. They may be applied to another workday,

wor kweek, or biweekly pay period as tine off in place of annual |eave, sick

| eave, or |eave wi thout pay.

Fl exi ble Tine. That portion of the workday during which an enpl oyee on a
flexi ble work schedul e may choose to vary his or her tinmes of arrival to and
departure fromthe worksite.

Fl exi bl e Work Schedule (FWS). Any schedul e that enabl es an enpl oyee to either
presel ect or vary arrival and departure tines or vary the length of the

wor kday or workweek, or both. FWS' s covered in this handbook are Fl exitour,
G iding Schedul e, Variable Day Schedul e, Variable Wek Schedul e, and the
Maxi f | ex Schedul e.




O ficial Business Hours. The hours which have been established and publicized
as the tine when the M ke Mnroney Aeronautical Center is open for business.
The official business hours are 8:00 a.m to 4:30 p.m, Mnday through Friday,
with the exception of the Ofice of Aviation System Standards (AVN), who
mai nt ai ns busi ness hours from7:30 a.m to 4:00 p.m, Monday through Friday.

Overtinme Hours. All hours which are officially ordered in advance by
managenment and are in excess of the enployee's basic work requirenent. Exenpt
and nonexenpt enpl oyees will be authorized overtine pay for hours in excess of
their basic work requirenment only if such work is officially ordered and
approved in advance.

CGeneral Procedures for all Alternative Wrk Schedul es

Exi sting procedures for tinekeeping apply. Organizations participating in an
AWS program nust establish a tine accounting nmethod that provides the
supervisor with "affirmative" or personal know edge of each enpl oyee's
entitlenent to pay by show ng the nunmber of hours of duty, attendance, and the
nature and | ength of absences. Under fixed work schedul es, including
conpressed work schedules, it is assunmed that the supervisor can make such a
certification, since the work schedule for the pay period is fixed hours.

When a supervi sor cannot certify from personal know edge the entitlenent to
pay for an enployee on a flexible work schedule, there are a nunber of tine
accounting options available that nay be used to ensure adequate controls.

a) Many organi zations already use a work reporting systemrequiring
each enployee to maintain a report covering a biweekly pay period and record
the tine allotted to various projects or activities. A portion of this form
may be set aside to record arrival and departure tinmes, as well as any other
exceptions to the normal workday.

b) Organi zations who do not use a work reporting systemmy want to
utilize a time log system A sanple tinme log formis shown in Appendix A and
may be used for recording enployee's tinme. Procedures for handling and
mai ntaining time logs will be in accordance with Privacy Act criteria. The
T&A clerk will use these tine logs to post Tine and Attendance Reports for
each enpl oyee

Each supervisor is responsible for ensuring that all enployees conplete a ful
tour, and that their enpl oyees' work schedul es are properly docunented on
their time and attendance records.

Supervi sors nmust ensure that sufficient personnel will be present on any
wor kday to conduct business as normal and be able to respond to unforeseen
circunstances. It will be the supervisor's responsibility to establish

regul ar days off for AWS enpl oyees to ensure a bal anced workf orce.
Current requirenments regarding | eave approval are not affected.

Enpl oyees in a tenporary duty or training status nmust work the adm nistrative
hours or training hours dictated by the particular |locations to which they are
assigned. When TDY or training assignnents require a change in work schedul e,
the change nmay be required for the entire pay period. An organization may

| eave an enpl oyee on a particular AWS option while in a tenporary duty or



training status if the selected option does not interfere with the work of the
agency.

FLEXI BLE WORK SCHEDULES ( FWS)
General Provisions for all Flexible Wrk Schedul es

Schedul e of Hours

The flexible tinme band, including flexible work hours, is
6:00 a.m to 6:00 p.m, Mnday through Friday.

The nmorning flexible work hours are 6:00 a.m to 9:30 a.m, Mnday through
Friday. The mdday flexible work hours are 11:00 a.m to 1:00 p.m, Mnday
through Friday. The afternoon flexible work hours are 2:30 p.m to 6:00 p.m,
Monday through Friday.

Core hours are 9:30 a.m to 11:00 a.m and 1:00 p.m to 2:30 p. m

Enpl oyees participating in FWs are required to take a duty-free,
nonconpensabl e | unch period of at |east 30 mnutes during the mdday flexible
wor k hours.

Credit Hours

An enpl oyee who works a flexible schedule may request to work credit hours.
Credit hours are worked at the enpl oyee's option. They are not considered
overtinme hours, but are credited to the enployee's credit hour account. They
may be applied to anot her workday, workweek, or biweekly pay period, and are
consi dered part of the basic work requirenent to which they are appli ed.

Supervi sory approval must be obtained before credit hours are worked.
Supervisory approval is also required before earned credit hours are used, as
with any other formof tine off.

A full-time enployee working an FWS may request authorization from his/her
supervisor to earn up to a maxi mum of 24 credit hours, provided there is
regul ar work avail able for the enpl oyee which the supervi sor determ nes can be
appropriately perforned at the requested tine.

The maxi mum nunber of credit hours a part-tinme enployee may earn is equal to
one-fourth of the nunber of hours in the enpl oyee's regular tour of duty in
t he pay period.

Credit hours are earned and used in one-half hour (30 m nutes) increnents.
Credit hours may be earned only on a day the organization is officially open
for business.

An enpl oyee no | onger subject to FW5 shall be paid for accunul ated credit
hours at his/her current rate of pay. Paynent for accunul ated credit hours is
limted to not nore than 24 hours. There is no entitlenent for paynent of
accurul ated credit hours at the overtinme, Sunday pay, or holiday pay rates.

Conpensatory Time O f. An enployee nmay request conpensatory time off in lieu
of overtine pay. Conpensatory tinme off may be requested for regularly




schedul ed overtine work as well as for irregular or occasional overtinme work.
This applies to exenpt and nonexenpt General Schedul e enpl oyees.

Leave. Tinme off during an enployee's basic work requirement nust be charged
to the appropriate | eave category unless the enployee is authorized
conpensatory time off, the use of credit hours, or an excused absence.

Fl exi tour Flexi ble Wrk Schedul e

6:00 am. 9:30 am. 11:00 am. 1:00 p.m. 6:00 p.m.

Flexible E:r“z‘éb'e
Time (includes
lunch break)

Flexible
Time

Basi ¢ Work Requi renent

A full-time enployee has an 8-hour daily basic work requirenent, a 40-hour
weekly basic work requirenent, and an 80-hour biweekly basic work requirenent.
For a part-tine enployee, the basic work requirement is the nunber of hours
the enpl oyee nust work each day, the nunber of hours the enployee nmust work in
the adm ni strative workweek, and the nunber of hours the enployee nust work in
a biweekly pay period.

Tour of Duty

An enpl oyee shall request his/her arrival tinme during the flexible tinme band.
The arrival tinme and lunch period shall be a fixed schedule until a new
schedul e is selected and approved (at |east one pay period). During the core
time bands, the enployee nmust be present or otherw se accounted for by |eave
or other approved absences.

Overtime Work

Hours of work officially ordered in advance and in excess of 8 hours in a day
or 40 hours in a week.

Hol i days

A full-time enployee who perforns nonovertime work on a holiday is entitled to
basi ¢ pay plus prem um pay equal to basic pay for that holiday work. A part-
time enployee is entitled to holiday pay only for work perfornmed during

hi s/ her basic work requirement on a holiday.

A full-time enployee who is relieved or prevented from working on a day
designated as a holiday is entitled to pay with respect to that holiday for 8
hours. For a part-tine enployee, if a holiday falls on a day during his/her
tour of duty, the enployee is entitled to the appropriate portion of his/her
bi weekly basic work requirement for that day.



An enpl oyee working any of the flexible work schedules is only entitled to a
maxi mrum of 8 hours of pay for any holi day.

Excused Absence

The ampunt of excused absence to be granted shall be based on the enpl oyee's
established flexitour in effect for the period covered by the excused | eave.

G iding Schedul e Fl exi ble Work Schedul e

6:00 am. 9:30 am. 11:00 am. 1:00 p.m. 6:00 p.m.

Flexible Flexible Flexible

: Time :
Time (includes Time
lunch break)

Basi ¢ Work Requi renent

A full-time enployee has an 8-hour daily basic work requirenent, a 40-hour
weekly basic work requirenent, and an 80-hour biweekly basic work requirenent.
For a part-tine enployee, the basic work requirement is the nunber of hours
the enpl oyee nust work each day, the nunber of hours the enployee nmust work in
the adm ni strative workweek, and the nunber of hours the enployee nust work in
a biweekly pay period.

Tour of Duty
An enpl oyee may vary arrival and departure tines daily within the flexible
time bands. During the core tine bands, the enployee shall be present or

ot herwi se accounted for by |eave or other approved absences.

Overtime Work

Hours of work officially ordered in advance and in excess of 8 hours in a day
or 40 hours in a week.

Hol i days

A full-time enployee who perforns nonovertime work on a holiday is entitled to
basi ¢ pay plus prem um pay equal to basic pay for that holiday work. A part-
time enployee is entitled to holiday pay only for work perfornmed during

hi s/ her basic work requirenment on a holiday.

A full-time enployee who is relieved or prevented from working on a day
designated as a holiday is entitled to pay with respect to that holiday for 8
hours. For a part-tine enployee, if a holiday falls on a day during his/her
tour of duty, the enployee is entitled to the appropriate portion of his/her
bi weekly basic work requirement for that day.

Excused Absence




The amount of excused absence to be granted shall be based on the established
of ficial business hours. However, excused absence may be granted for

hazar dous weat her conditions or voting and registration based on the

enpl oyee's daily work patterns.

Vari abl e Day Fl exi ble Wrk Schedul e

6:00 a.m. 9:30 am. 11:00 am. 1:00 p.m. 2:30 p.m. 6:00 p.m.
M 10
; Flexible
Time 7
w . 10
(includes
T lunch 7
break)
F 6

Total Hours Worked Weekly = 40

NOTE: This is an example of what a Variable Day Flexible Work Schedule
might look like and is not intended to represent the only schedule that can
be used. Schedules may vary as long as they are in accordance with
criteria defined in this handbook.

Basi ¢ Wor k Requi renent

A full-time enployee has a 40-hour weekly basic work requirenent and an 80-
hour bi weekly basic work requirenent. For a part-tinme enpl oyee, the basic
work requirenment is the nunber of hours the enployee nust work in the

adm ni strative workweek, and the number of hours the enployee nmust work in a
bi weekl y pay peri od.

Tour of Duty

An enpl oyee may vary arrival and departure tines daily within the flexible
time bands, as well as vary the length of the workday. A full-tine enployee
is limted to a 40-hour workweek. This schedule allows flexibility within the
flexible time bands as well as the length of the workday. During the core

ti me bands, the enployee shall be present or otherw se accounted for by |eave
or other approved absences. An enployee on a variable day schedul e nust be at
work or in an approved | eave status every day that core hours are established.

Overtime Work

Hours of work in excess of 40 hours in a week which are officially ordered in
advance by managenment and are in addition to conpletion of the enployee's
basi c work requiremnent.

Hol i days

A full-time enployee who perforns nonovertime work on a holiday is entitled to
basi c pay plus prem um pay equal to basic pay for that holiday work. Holiday



pay is limted to 8 hours. A part-tinme enployee is entitled to holiday pay
only for work perfornmed during his/her basic work requirenment on a holiday,
not to exceed 8 hours.

A full-time enployee who is relieved or prevented from working on a day
designated as a holiday is entitled to pay with respect to that holiday for 8
hours. For a part-tine enployee, if a holiday falls on a day during his/her
tour of duty, the enployee is entitled to the appropriate portion of his/her
bi weekly basic work requirenment for that day.

Excused Absence

The amount of excused absence to be granted shall be based on the established
of ficial business hours. However, excused absence may be granted for

hazar dous weat her conditions or voting and registration based on the

enpl oyee's daily work patterns.

Vari abl e Week Fl exi ble Work Schedul e

Week 1 Week 2
6:00  9:30 11:00 1:00 2:30 6:00 6:00 9:30  11:00 1:00 230  6:00
am. am. am. p.m. .M. p.m. am. m. . p.m. p. p.m
M Flexible 10
T Time 9
w . 10

(includ
T lunch 8

break)
F 8

Hours Worked 45

Total hours worked biweekly = 45 + 37 = 82
Basic work requirement = 80

2 credit hours
remaining

NOTE: This is an example of what a Variable Week Flexible Work Schedule might
look like and is not intended to represent the only schedule that can be used.
Schedules may vary as long as they are in accordance with criteria defined in this
handbook.

Basi ¢ Wor k Requi r ement

A full-time enployee has an 80-hour biweekly basic work requirenent. For a
part-time enpl oyee, the basic work requirenent is the number of hours the
enpl oyee nust work in a biweekly pay period.

Tour of Duty

An enmpl oyee may vary arrival and departure tines daily within the flexible
time bands as well as vary the length of the workday and the workweek. A
full-time enployee is limted to an 80-hour biweekly pay period. This
schedule allows flexibility within the flexible time bands as well as the

l ength of the workday and workweek. During the core tinme bands, the enployee
shall be present or otherwi se accounted for by | eave or other approved



absences. Core hours are in effect all 5 days of the workweek. An enployee
on a variable week schedul e nust be at work or in an approved | eave status
every day that core hours are established.

Overtinme Wrk

Hours of work in excess of 80 hours in a biweekly pay period which are
officially ordered in advance by managenent and are in addition to the
enpl oyee' s basic work requiremnent.

Hol i days

A full-time enployee who perforns nonovertime work on a holiday is entitled to
basi ¢ pay plus prem um pay equal to basic pay for that holiday work. Holiday
pay is limted to 8 hours. A part-tinme enployee is entitled to holiday pay
only for work perfornmed during his/her basic work requirenment on a holiday,

not to exceed 8 hours.

A full-time enployee who is relieved or prevented from working on a day
designated as a holiday is entitled to pay with respect to that holiday for 8
hours. For a part-tine enployee, if a holiday falls on a day during his/her
tour of duty, the enployee is entitled to the appropriate portion of his/her
bi weekly basic work requirenment for that day.

Excused Absence

The amount of excused absence to be granted shall be based on the established
of ficial business hours. However, excused absence may be granted for

hazar dous weat her conditions or voting and registration based on the

enpl oyee's daily work patterns.

Maxi fl ex Fl exi bl e Work Schedul e

6:00 9:30 11:00 1:00 2:30 6:00 6:00 9:30 11:00 1:00 2:30 6:00
am am am. p.m. p.m o] am a.m. am p.m. p.m. p.m.
M 8 0
T 9 9 Flexibl
Time
w (includes L0 10 (includes
lunch lunch
T break) L0 10 break)
E 6 10
Hours Worked 45 37

Total hours worked biweekly = 45 + 37 = 82
Basic work requirement = 80

2 credit hours
remaining

NOTE: This is an example of what a Maxiflex Flexible Work Schedule might look like and

is not intended to represent the only schedule that can be used. Schedules may vary as
long as they are in accordance with criteria defined in this handbook.

10



Basi ¢ Wor k Requi renent

A full-time enployee has an 80-hour biweekly basic work requirenent. For a
part-tinme enployee, the basic work requirenent is the nunber of hours the
enpl oyee nust work in a biweekly pay period.

Tour of Duty

An enpl oyee may vary arrival and departure tinmes daily within the flexible
time bands as well as vary the length of the workday and the workweek. A
full-time enployee is limted to an 80-hour biweekly pay period. Core tine is
required for 3 days a week. Therefore, an enployee may work | ess than 5 days
per week and/or less than 10 days during the biweekly pay period. This
schedule allows flexibility within the flexible tinme bands as well as the

I ength of the workday and workweek. It also allows flexibility in the nunber
of days off. During the core tine bands, the enployee shall be present or

ot herwi se accounted for by |eave or other approved absences.

Overtinme Wrk

Hours of work in excess of 80 hours in a biweekly pay period which are
officially ordered in advance by managenment and are in addition to conpletion
of the enployee's basic work requirement.

Hol i days

A full-time enployee who perforns nonovertime work on a holiday is entitled to
basi ¢ pay plus prem um pay equal to basic pay for that holiday work. Holiday
pay is limted to 8 hours. A part-tinme enployee is entitled to holiday pay
only for work perfornmed during his/her basic work requirenment on a holiday,

not to exceed 8 hours. A part-tinme enployee scheduled to work on a day
designated as an in-lieu-of holiday for full-tine enployees is not entitled to
hol i day pay for work performed on that day.

A full-time enployee who is relieved or prevented from working on a day
designated as a holiday is entitled to pay with respect to that holiday for 8
hours. When a holiday falls on a nonworkday, the followi ng rules shall apply
in designating the in-lieu-of holiday: (1) if a holiday occurs on the first
nonwor kday in the adm nistrative workweek, the foll owing workday will be the
in-lieu-of holiday; (2) if a holiday occurs on any nonwor kday other than the
first nonworkday in the adm nistrative workweek, the precedi ng workday will be
the in-1ieu-of holiday.

For a part-tine enployee, if a holiday falls on a day during his/her tour of
duty, the enployee is entitled to the appropriate portion of his/her biweekly
basic work requirenment for that day. A part-tinme enployee is not entitled to
an in-lieu-of holiday if a holiday falls on a nonworkday.

Excused Absence

The amount of excused absence to be granted shall be based on the established
of ficial business hours. However, excused absence nmay be granted for

hazar dous weat her conditions or voting and registration based on the

enpl oyee's daily work patterns.
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COVPRESSED WORK SCHEDULES
General Provisions for all Conpressed Wrk Schedul es

Schedul e of Hours

The official business hours are 8:00 a.m to 4:30 p.m Monday through Friday.
O ficial business hours for the Ofice of Aviation System Standards (AVN) are
7:30 aam to 4:00 p.m Monday through Friday. The flexible tinme band within

whi ch the workday must be worked is 6:00 a.m to 6:00 p.m

Credit hours do not apply in a conpressed work schedul e
envi ronnent .

Lunch Peri od

An enployee is required to take a duty-free, nonconpensable lunch period of at
| east 30 m nutes between the hours of 11:00 a.m and 1:00 p.m Each enpl oyee
may select the tine and duration of his/her lunch period. The |unch period
selection will be a part of the enployee's fixed schedule, to be in effect
until a new schedule is selected and approved (at | east one pay period).

Overtinme Wrk

Work ordered in advance by nmanagenent and in excess of the basic work
requirenment.

Conpensatory Time Of

An enpl oyee may request conpensatory tinme off in lieu of overtine pay.
However, conpensatory tinme off may be used only as a substitute for irregular
or occasional overtine work. This applies to exenpt and nonexenpt Genera
Schedul e enpl oyees.

Excused Absence

The ampunt of excused absence to be granted shall be based on the enpl oyee's
establ i shed conpressed schedule in effect for the period of the excused
absence.

4- Day Wor kweek Conpressed Work Schedul e

12



Hours Worked

M 10

T 10 (Each workday
includes a

w 10 minimum
30-minute lunch)

T 10

F

Total hours worked weekly = 40
NOTE: This is an example of what a 4-Day Compressed Workweek Schedule might look

like and is not intended to represent the only schedule that can be used. The additional
day off can be any day of the workweek, subject to supervisory approval.

Basi ¢ Wor k Requi r ement

A full-time enployee has a 10-hour basic work requirenent, a 40-hour weekly
basi ¢ work requirenment, and an 80-hour biweekly work requirenment. For a part-
time enpl oyee, the basic work requirenent is the nunmber of hours the enpl oyee
must work each day, the nunber of hours the enployee nust work during 4 days
in the adm ni strative workweek, and the nunber of hours the enpl oyee nust work
in a biweekly pay period.

Tour of Duty

An enpl oyee shall preselect his/her arrival tinme, lunch period, and additi onal
days off (one for each workweek). The arrival tine, lunch period, and the
addi ti onal days off shall be a fixed schedule until a new schedule is selected
and approved (at | east one pay period). He/she is |limted to four 10-hour
days within the workweek.

Hol i days

A full-time enpl oyee who performs nonovertime work on a holiday is entitled to
basi ¢ pay plus prem um pay equal to basic pay for that holiday work, not to
exceed 10 hours. A part-tinme enployee is entitled to holiday pay only for
wor k performed during his/her conpressed work schedule on a holiday. A part-
time enpl oyee scheduled to work on a day designated as an in-lieu-of holiday
for full-time enployees is not entitled to holiday pay for work performed on

t hat day.

A full-time enployee who is prevented from working on a day designated as a
holiday is entitled to pay with respect to that day for 10 hours. Wen a
holiday falls on a nonworkday, the follow ng rules shall apply in designating
the in-lieu-of holiday: (1) if a holiday occurs on the first nonworkday in
the adm ni strative workweek, the followi ng workday will be the in-Iieu-of
holiday; (2) if a holiday occurs on any nonworkday other than the first
nonwor kday in the adm nistrative workweek, the preceding workday will be the
i n-1ieu-of holiday.
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For a part-tine enployee, if a holiday falls on a day during his/her
conpressed work schedul e, the enployee is entitled to pay for the nunber of
hours he/she was scheduled to work on that day not to exceed 10 hours. A
part-tinme enployee is not entitled to an in-lieu-of holiday if a holiday falls
on a nonwor kday.

Leave

Time off during an enpl oyee's basic work requirenent nmust be charged to the
appropriate | eave category unless the enployee is authorized conpensatory tine
of f or an excused absence. For exanple: A full-tine enployee who takes 1 day
of annual leave will be charged | eave for 10 hours. This results in 40 hours
of annual |eave for an entire workweek simlar to a full-time enployee on a
normal 8-hour/5-day tour of duty.

5-4/9 Conpressed Work Schedul e

Week 1 Week 2
M °®  (Each workday .
T °  indudesaminimum .
v 30-minute lunch) .
;
F 8

Tota hours worked biweekly = 80 hours

NOTE: This is an example of what a 5-4/9 Compressed Work Schedule might look like
and is not intended to represent the only schedule that can be used. The additional day off
and the 8-hour day may be scheduled for any day(s) of either workweek, subject to
supervisory approval.

Basi ¢ Wor k Requi renent

A full-time enployee has a 9-hour daily basic work requirenent for 8 days of
the bi weekly pay period and an 8-hour day on one day of the pay period to
conpl ete the basic work requirenment of 80 hours per biweekly pay period. For
a part-tine enpl oyee, the basic work requirenment is the nunmber of hours the
enpl oyee nust work each day and the nunber of hours the enpl oyee nust work
during 9 days in a biweekly pay period.

Tour of Duty

An enpl oyee shall preselect his/her arrival tinme, lunch period, and additiona
day off. The arrival tinme, lunch period, and additional day off shall be a
fixed schedule until a new schedule is selected and approved (at |east one pay
period). He/she is limted to 9 hours for 8 days of the biweekly pay period
and one 8-hour day within the biweekly pay period.

Hol i days
A full-time enployee who perforns nonovertime work on a holiday is entitled to

basi c pay plus prem um pay equal to basic pay for that holiday work, not to
exceed 9 hours. A part-tine enployee is entitled to holiday pay only for work
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performed during his/her conpressed work schedule on a holiday. A part-tine
enpl oyee schedul ed to work on a day designhated as an in-lieu-of holiday for
full-time enployees is not entitled to holiday pay for work perforned on that
day.

A full-time enployee who is prevented fromworking on a day desighated as a
holiday is entitled to pay with respect to that day not to exceed 9 hours.
When a holiday falls on a nonworkday, the follow ng rules shall apply in
designating the in-lieu-of holiday: (1) if a holiday occurs on the first
nonwor kday in the adm nistrative workweek, the foll owing workday will be the
in-lieu-of holiday; (2) if a holiday occurs on any nonwor kday other than the
first nonworkday in the adm nistrative workweek, the precedi ng workday will be
the in-1ieu-of holiday.

For a part-tine enployee, if a holiday falls on a day during his/her
conpressed work schedul e, the enployee is entitled to pay for the nunber of
hours he/she was scheduled to work on that day not to exceed 9 hours. A part-
time enployee is not entitled to an in-lieu-of holiday if a holiday falls on a
nonwor kday.

Leave

Time off during an enpl oyee's basic work requirenent nmust be charged to the
appropriate | eave category unless the enployee is authorized conpensatory tine
of f or an excused absence. For exanple, a full-tinme enployee who takes 1 day
of annual leave will be charged | eave for 9 hours (or 8 hours if it falls on
the "ninth" day).

GENERAL QUESTI ONS AND ANSWERS

Bel ow are frequently asked questions and answers concerning Alternative Wrk
Schedul es. If, after reading this handbook, you still have specific
guestions, please contact your servicing personnel specialist in the Personne
Managenment Divi sion, AMH 200.

WHO MAY PARTI Cl PATE | N THE AWS PROGRAM?

Non- bar gai ni ng unit enpl oyees at the Aeronautical Center and participating
tenant and straightlined organizations. Bargaining unit enployees may be
included only to the extent permitted by agreenents reached with their
exclusive representative. You are not required to participate in AW
Participation is voluntary. |If you are now working a standard work schedul e
and desire to continue, you need not take any action.

MAY | SELECT ANY WORK SCHEDULE | CHOGCSE?

You may request to work any of the AWS schedul es avail able for use within your
particul ar organi zation. Your supervisor will let you know the AWS schedul es
fromwhich you may choose. Any request for a work schedul e other than a
standard work schedul e nmust be approved by your supervisor

WHAT MUST A SUPERVI SOR CONSI DER BEFORE APPROVI NG AWS SCHEDULES?

Bef ore approving a particular AWS schedul e, you must consi der how that
particul ar schedule will inmpact the operations of your work unit. Factors to
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be consi dered are adequate coverage during official business hours, assurance
t hat meani ngf ul busi ness can be conducted, any additional costs which nay be
incurred, conflicts in schedul ed days off, and the availability of appropriate
supervision. In sonme instances, you nay be conpelled by circunstances to

di sapprove a request.

ONCE | START ON AN ALTERNATI VE WORK SCHEDULE, HOW LONG AM | REQUI RED TO WORK
THAT SCHEDULE?

At | east one pay period, however, your supervisor nay change your schedule in
order to neet the operational needs of the office. |In such cases, supervisors
wi |l provide enpl oyees as nmuch advance notice as practical unless there are
conpel I'ing circunstances.

CAN | CHANGE My SELECTED SCHEDULE OPTI ON AT ANY TI ME?
Changes may be made only at the beginning of the pay period.

WHAT IS THE EARLI EST TIME | MAY BEG N My WORKDAY AND THE LATEST TI ME THAT |
MAY END | T?

Al work tours, with the exception of shift tours, nmust be acconplished
bet ween the hours of 6:00 a.m and 6:00 p. m

IN MY WORK UNI T WVE NEED TO BE AVAI LABLE DURI NG OFFI Cl AL BUSI NESS HOURS TO
SUPPORT THE OPERATI ONAL REQUI REMENTS OF OUR ORGANI ZATI ON. CAN WE WORK
ALTERNATI VE SCHEDULES?

The supervisor should discuss this matter with the enpl oyees in your office.

If the situation cannot be resolved by staggering enployees' work schedul es so
that coverage is provided during official business hours, it nmay be necessary
for the appropriate nmanagenent official to exenpt your office from
participation in alternative work schedul es due to the nature of the work.

WHAT ARE THE OFFI CI AL BUSI NESS HOURS AT THE AERONAUTI CAL CENTER?

O ficial business hours are 8:00 a.m to 4:30 p.m, with the exception of AVN
whose official business hours are 7:30 a.m to 4:00 p.m

HOW LONG MAY | TAKE FOR A LUNCH BREAK UNDER AWS?

You are required to take a lunch break of at |east 30 m nutes under all of the
AWS options. Lunch periods nust be schedul ed between the hours of 11:00 a.m
and 1: 00 p.m, which are the mdday flexible hours for flexible work schedul e
options. You have the option of taking a meximum of 2 hours for lunch daily,
as long as you are able to conplete the basic work requirenent for the AWS
option sel ected.

EARNI NG AND USI NG CREDI T HOURS UNDER FW6

WHAT ARE CREDI T HOURS?

Credit hours are hours of work in excess of the basic work requirenent that
are worked at the enpl oyee's option. Supervisory approval nust be obtained
before credit hours are worked. Credit hours are not considered overtinme
hours, but are credited to the enployee's credit hour account.
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WHO MAY WORK CREDI T HOURS?

Only those enpl oyees who are working under an authorized Flexible Wrk
Schedul e.

WHEN ARE CREDI T HOURS EARNED?

Credit hours may be earned only on a day the organization is officially open
for business, which for npst enpl oyees is Mnday through Friday.

HOW MANY CREDI T HOURS CAN BE EARNED AND SAVED BEFORE BEI NG USED?

There is no limt on the nunmber of credit hours an enpl oyee may earn during a
bi weekly pay period. However, a full-tine enployee is prevented by |law from
carrying forward nmore than 24 credit hours to the next pay period. A part-
time enployee nay not carry forward nore than one-fourth of the enployee's

bi weekly work requirenent.

HOW ARE CREDI T HOURS USED?

Credit hours nmust be earned before they are used. Their use is subject to
supervi sory approval, as with any other formof |eave. Credit hours may be
applied to another workday, workweek, or biweekly pay period, and are
considered a part of the basic work requirenent to which they are appli ed.
Credit hours can be earned and used in increnments of 30 m nutes, and may be
used the sane day they are earned.

MUST | USE My EARNED CREDI T HOURS BEFORE USI NG SI CK OR ANNUAL LEAVE?

No. There is no requirenment that credit hours be used in lieu of annual or
sick | eave. However, you may elect to do so.

WHAT HAPPENS TO MY UNUSED CREDI T HOURS | F | DI SCONTI NUE MY FLEXI BLE WORK
SCHEDULE?

An enpl oyee no | onger subject to FW5s shall be paid for accunul ated credit
hours at his/her current rate of pay. Paynent for accunul ated credit hours is
limted to not nore than 24 hours for a full-time enployee and not nore than
one-quarter of a part-tine enployee's biweekly work requirenment. There is no
entitlenment for payment of accunulated credit hours at the overtine rate.

WHAT ABOUT EXCUSED ABSENCES AND CREDI T HOURS?

If an enployee is scheduled to work credit hours at the end of the workday,
but due to hazardous weat her or other enmergency conditions enpl oyees are
di sm ssed early, the enployee is not entitled to have credit hours recognized.

If an enployee is scheduled to work credit hours before the start of his/her
wor kday and actually did work those hours, and an early dism ssal is approved,
the credit hours will be recognized even though the workday is not conpleted

TEMPORARY DUTY/ TRAI NI NG STATUS

MAY | CONTI NUE MY AWS SCHEDULE I F | AM ON TEMPORARY DUTY AT ANOTHER LOCATI ON
OR I N A TRAI NI NG STATUS?

17



Enpl oyees in a tenporary duty or training status nmust work the adm nistrative
hours or training hours dictated by the particular |locations to which they are
assigned. When tenporary duty or training assignnents require a change in
wor k schedul e, the change nmay be required for the entire pay period. The

enpl oyee shoul d receive a mninum of 5 workdays' notice before the beginning
of the pay period requiring the schedul e change, except in those cases where
operational /adm ni strative requirenments do not permt such notice.

TI ME & ATTENDANCE

WHO | S RESPONSI BLE FOR PROPER DOCUMENTATI ON OF MY WORK SCHEDULE ON My TI ME AND
ATTENDANCE REPORT?

It is the responsibility of the supervisor to ensure that enployees' work
schedul es, | eave, and absences are properly docunented on tine and attendance
records.

WHAT MUST | DO TO RECORD MY TI ME AND ATTENDANCE?

The supervisor nmust have "affirmative" or personal know edge of each

enpl oyee's entitlenent to pay by show ng the nunber of hours of duty,
attendance, and the nature and |l ength of absences. There are a nunber of tine
accounting options available that nay be used by an organi zation to ensure
adequate controls. Organizations may use a tinme log formfor this purpose or
any work reporting systemwhich is in use in the organization. Watever
option is used, the T&A clerk will use the tinme accounting option used in the
organi zation to post Tinme and Attendance Reports for each enpl oyee.
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