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FLEXIBLE WORK SCHEDULES

1.  This Civilian Personnel Bulletin is published to remind you of the variety of flexible work schedules that are currently available for Federal employees.  Providing work schedule options to employees has the potential to increase productivity, improve customer service, and increase employee satisfaction.  During this time of increased security, supervisors are encouraged to alter work hours, thereby enabling employees to stagger their arrival time to avoid the potential for traffic back-up at the gates.

2.  Work schedules are defined as Regular Work Schedules, or Alternative Work Schedules.  

3.  Regular Work Schedules require a full-time employee to work an unvarying schedule of eight (8) hours each day for ten (10 ) days during the pay period.  Employees must work forty (40) hours in a workweek and eighty (80) hours in a pay period.  This is the traditional schedule, normally Monday through Friday, 7:45 a.m. to 4:30 p.m.

4.  Alternative Work Schedules are either flexible work schedules or compressed work schedules.  Flexible work schedules are those that designate core hours when an employee must be present for work.  They also include designated hours during which an employee may elect to work in order to complete the basic work requirement of eighty (80) hours per pay period.  Compressed work schedules are those in which an employee is scheduled to complete the basic work requirement in less than ten (10) workdays.  Compressed work schedules are always fixed schedules.

          a.  Flexible Work Schedules

                    (1)  Flexitour.  An employee is allowed to select starting and stopping times within the flexible hours.  Once selected, the hours are fixed until the Employer provides an opportunity to select different starting and stopping times.  A full-time employee must work eight (8) hours a day, forty (40) hours a week, and eighty (80) hours in a biweekly pay period.

                    (2)  Gliding Schedule.  A full-time employee has a basic work requirement of eight (8) hours in each day and forty (40) hours in each week, may select a starting and stopping time each day, and may change starting and stopping times daily within the established flexible hours.

                    (3)  Variable Day Schedule.  A work schedule containing core hours on each workday in the week, in which a full time employee has a basic work requirement of forty (40) hours in each week of the biweekly pay period, but in which an employee may vary the number of hours worked on a given workday within the week, within the established flexible and core hours.

                    (4)Variable Week Schedule.  A work schedule containing core hours on each workday in the biweekly pay period, in which a full-time employee has a basic work requirement of eighty (80) hours for the biweekly pay period, but in which an employee may vary the number of hours worked on a given workday, or the number of hours each week within the established flexible and core hours.

                    (5)  Maxiflex Schedule.  A work schedule that contains core hours on fewer than ten (10) workdays in the biweekly pay period, in which a full-time employee has a basic work requirement of eighty (80) hours for the biweekly pay period, but in which an employee may vary the number of hours worked on a given workday, or the number of hours each week within the established flexible hours, core hours and core days.

          b.  Compressed Work Schedule
                    (1)  5/4-9 Compressed Plan.  A work schedule in which a full-time employee works eight (8) 9-hour days and one eight-hour day for a total of eighty (80) hours in a biweekly pay period. 

                    (2)  Four Day Workweek.  A work schedule in which a full-time employee works ten (10) hours a day, forty (40) hours a week, and eighty (80) hours in a biweekly pay period.

5.  The variety of schedules available, and their differences, can seem confusing.  Further detail is available in the Office of Personnel Management (OPM) Handbook on Alternative Work Schedules located at http://www.opm.gov/oca/aws/index.htm.  In addition, prior to implementing any change to a bargaining unit employee’s tour of duty, the procedures in Article 25, Hours of Work, of the collective bargaining agreement with the American Federation of Government Employees (AFGE), Local 2367, must be followed.  The agreement can be found at http://doim.usma.edu/bod/pubs/rpubs.htm.

6.  If you have any questions please contact your Personnel Advisor in the Civilian Personnel Advisory Center (CPAC) at 938-3943.
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