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LOCALLY NEGOTIATION OPERATING PROCEDURES
ARTICLE 20
HOURS OF DUTY

SECTION 3: WORK SCHEDULES

A. Employer agrees fo notify available employees of vacancies for available shifts.
Notification shall be posted on Official Bulletin Board by Employer for fifteen (15)
calendar days. Employer agrees Service Computation Date (SCD) will prevail in
resolving conflicting requests submitted by the employees affected. If the Service
Computation Date (8CD) is a tic then the tie-breaker will be the last three (3) digits in
numetrical sequence of the Social Security Number (SSN) from lowest to highest,

B. Administrative work week runs 7 consecutive days Sunday through Saturday. Standard
work week is scheduled on a five (5) day basis, normally Monday through Friday with
two (2) consecutive days off outside of the basic workweek. Tour of duty shall remain the
same for each day of the basic work week (BWW) except where Alternative Work
Schedules (AWS) is authorized.

)

Employer agrees to provide fifieen (15) minutes for set-up and clean up of work area as
needed at the beginning and end of each shift.

SECTION 4: ALTERNATIVE WORK SCHEDULES (AWS)

A. Employer agrees to offer AWS in work centers/units where AWS is determined to be a
benefit to Employer, Employee, and mission. Two types of AWS are available, Flexible
Work Schedule (FWS) and Compressed Work Schedule (CWS); definitions and criteria
regarding are as follows.

B. FLEXIBLE WORK SCHEDULE (FWS): Permits employees to adjust reporting,
departing, and lunch period times within the workday. FWS time applies to positions not
assigned to a standard tour of duty, Time hours shall be from 0600 to 1800 hours,
Monday through Friday. Employer maintains right to exclude or limit FWS*s for
individual positions based upon mission requirements. Upon exclusion from FWS
affected employee shall revert to standard tour of duty.

C. Definitions: Core Hours: Employees working FWS shall be in duty status during core
period hours of 0900-1100 and 1230-1430 hours unless supervisory approval is obtained
for absences. Flexible Hours: Fours of 0600-0900, 1100-1230, and 1430-1800 arc
flexible, floating time blocks that can vary from day to day, unless otherwise restricted to
meet mission requirements. Work Day: Based on above, employees may start workday
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anytime between 0600 and 0900, take one half hour to a one and one half hour non-paid
lunch break between 1100 and 1230, and end their workday anytime from 1430-1800
without supervisory approval, providing work day totals at least eight (8) howrs and
includes the mandatory core hours.

D. Procedures: Employees working less than an eight (8) hour day and using approved leave
or AWS for the balance of the day may work through the 1100-1230 lunch period.
Supervisors may temporarily require employees to report for work according to a standard
tour of duty or to limit FWS time when mission requires employee’s presence. Employer
determines if mission requirements are significant enough to warrant assignment to a
standard tour of duty.

E. To the extent feasible, meetings, special activities, recurring events, conferences elc., shall
be scheduled during core times. Requests for schedule changes shall be in writing, and
clearly state schedule option, hours worked each day during pay period and proposed start
date. Employer agrees to approve/disapproves schedule request within five (5) work days
of receipt, Employer agrees to provide a written explanation for disapprovals. Employer
agrees to use Leave Service Computation Date (SCD) to fairly determine days off, should
more employees request same day off than can be accommodated. If the Service
Computation Date {8CD) is a tie then the tic-breaker will be the last three (3) digits in
numerical sequence of the Social Security Number (§8N) from lowest to highest,

F. Employee will give fourteen (14} calendar days written notice, subject to supervisor
approval within five (5) calendar days of receipt to change FWS. Change requests shall
be approved before start of pay period and remain in effect for entire pay period.
Employees on FWS may earn credit hours, subject to supervisory approval. Leave is
charged based on hours scheduled for that workday.

G. Provisions; Credit hour procedures; employees authorized FWS are eligible for credit
hours, Credit hours are hours worked in excess of scheduled basic work requirements.
Supervisory approval is required to accumulate and use credit hours. Credit hours are
earned in 15 minute increments, A maximum of 24 credit hours may be accrued and
carried forward. Credit hours are not normally paid out as cash and cannot normally be
transferred to another agency. Employees are responsible for ensuring they meet their
Basic Work Requirements (BWR). Should BWR not be met during two (2) week pay
period employee will use accrued credit hours or approved leave to meet BWR. Credit
hours may be earned at anytime during the week and are not subject to premium pay.
Employees at an alternate work site are required to call or e-mail direct supervisor or
designee upon reporting to duty and leaving.

H, COMPRESSED WORK SCHEDULE (CWS): A fixed compressed schedule that allows
an employee to vary the number of hours per day and/or the number of days per week that
an employee may work within an established schedule. All employees on an assigned
schedule may choose to request a CWS option. Employees may request one of two CWS
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options with supervisory approval. CWS options that may be requested are: 4/10 —
Employees work four (4) ten (10} hour days and schedule one (1) day off each week.
5/4/9 — Employees work eight (8) nine (9) hour days and one eight (8) hour day and
schedule one (1) day off cach two week pay period. CWS’s are fixed schedules, therefore
employees must report for duty at the same time cvery day.

I.  Above applies not withstanding OPM and other Federal guidelines and regulations,
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