CHAPTER 23
HOURS OF WORK AND TOURS OF DUTY

Refer to the collective bargaining agreement (CBA) wth AFCGE
Local 1770 for additional provisions pertaining to bargaining
unit enpl oyees.

23-1. GENERAL.

a. This chapter is not applicable to firefighters and ot her
categories of enployees covered by separate policies.

23-2. DEFI NITI ONS.

a. Tour of Duty - period of cal endar days during which an
enpl oyee is scheduled to performduty.

b. Basic Wrkweek - a period of 5 consecutive 8-hour
cal endar days, normally Monday through Friday, within the
adm ni strative workweek during which an enpl oyee is paid his/her
straight-time rate.

c. Shift - an 8-hour work period schedul ed i n advance which
occurs on a day in the basic workweek of an enpl oyee and for
whi ch the enployee is paid at the straight-time rate.

d. Day - an 8-hour work period of work schedul ed over not
nmore than 9 hours in a day. A "day" is defined as a 24-hour
period begi nning at m dni ght and endi ng at m dni ght.

e. Admnistrative Wrkweek (AW - seven consecutive cal endar
days, commrencing at 12:01 a.m on Sunday and ending at 12:00
m dni ght the follow ng Saturday. Hours of work established in
vari ous geographical areas of this installation will normally be
effective year round wi thout regard to seasonal changes. Any
change(s) will occur only after appropriate notification and/or
di scussion wth the Union.

f. Standard Wrkday - eight hours of work schedul ed over a
9-hour period with 1 hour lunch, except in those organi zations
whi ch have 8 hours of work schedul ed over a period sufficient to
permt a 30 or 45 minute lunch period. The lunch period is
considered non-duty tinme. 1In cases where a majority of the
enpl oyees in a particular work section desire | ess than one hour
| unch period, a shorter lunch period of not |ess than 30 m nutes
may be established upon approval by the supervisor. Once a
shortened | unch period is established, the hour of departure wll
be adj usted accordingly.
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g. The supervisor reserves the right to return to the 1-hour

I unch period and subsequent adjustnent of the hour of departure
in the event the shortened | unch period and resulting adjusted
hour of departure adversely inpacts on the Supervisor's ability
to performits’' mssion. The Supervisor will notify the Union in
advance of these actions and the parties will neet and confer, as
appropri ate.

23-3. ESTABLI SHVENT OF WORK SCHEDULES.

a. Enployees will be assigned to tours of duty consistent
with the foll owm ng provisions, except in those cases when it is
determned that it would seriously handicap the activity in
carrying out its function or result in substantially increased
costs:

(1) Assignnments to tours of duty will be scheduled in
advance of the adm nistrative workweek over periods of not |ess
t han one week.

(2) The basic workweek is scheduled on 5 days, normally
Monday through Friday, and the 2 days outside the basic workweek
are consecutive. Enployees occupying positions, which require a
basi ¢ wor kweek of other than Monday through Friday, may be
allowed to rotate to a Monday through Friday workweek on an
attrition basis. Enployees nay al so be assigned to | ess
desirable tour of duty on a continuing basis when such
assi gnnents are acceptable to the supervisor. The enpl oyee wll
submt request for a change in basic workweek/tour of duty in
witing to the supervisor.

(3) The working hours in each day in the basic workweek
are the sane.

(4) The basic non-overtine workday nmay not exceed 8
hours unl ess an Alternate Wrk Schedul e (AW5) has been approved.

(5) The occurrence of holidays may not affect the
desi gnation of the basic workweek.

(6) Breaks in working hours of nore than 1 hour may not
be scheduled in a basic workday.

b. Irregular tours of duty (such as one that does not
provide for 2 consecutive days off) may be established in
accordance wth governnment-w de regul ations. Contact with the
Labor Managenent office is essential before establishing an
irregular tour of duty.
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c. Except in positions, which require staggered reporting tines,
the standard workday will be as foll ows:

(1) First Shift: To begin not earlier than 6:00 a.m or
later than 9:30 a. m

(2) Second and third Shift: Wrking hours wll be
adjusted to provide for not nore than eight (8) hours of duty
within a nine (9) hour period.

23-4. CHANG NG WORKDAYS AND WORK HOURS.

a. Wen a supervisor knows in advance of the adm nistrative
wor kweek that a requirenent exists for an enployee's specific
days and/or work hours to differ fromthose in the current
adm ni strative workweek, and that failure to change an enpl oyee's
schedul e woul d seriously handicap the activity's ability to carry
out its functions or that costs would be substantially increased,
t he supervisor may reschedul e the enpl oyee's regularly schedul e
adm ni strative workweek to correspond with the actual work
requi renents. The enpl oyee should be verbally inforned of
hi s/ her revised schedule and the reasons for the revision as
early as is feasible, but nust be infornmed not |ater than the end
of duty hours on Friday preceding the beginning of the
adm ni strative workweek -(Exanple: M. Smth's specific days and
wor k hours are Monday through Friday, 0730-1630. Supervi sor
Jones knows on Wednesday that Smth's actual work requirenents
the followi ng week include all day on Saturday. Jones notifies
Smth on Wednesday that his/her revised schedule for the
adm ni strative workweek, which begins at 0001 on Sunday, wll be
Tuesday t hrough Saturday from 0730-1630).

b. The supervisor or timnmekeeper will record the change of
schedul e on the enployee's Tine and Attendance card at the tine
the enpl oyee is inforned of the change.

c. Enpl oyees whose personal plans would be disrupted by the
schedul e change nmay request reconsideration, in witing. Such
requests must be received by the managenent official who decided
the schedul e change on a tinely basis to allow himto consider
the request and furnish the requester an answer by the cl ose of
busi ness on the Friday preceding the adm nistrative workweek. If
there is anot her enpl oyee whose job description includes the
required duties, and the enployee is qualified and willing to
performthe duties, the managenent official may favorably
consi der the change. Regardless of the decision, the requester
will receive a witten reply on a tinely basis, if hel/she asks
for one.
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d. Routine changes of tours of duty require a m ninmumof 7
days advance notice to the affected enpl oyee(s).

e. Prior to applying the "seriously handi capped” or
"substantially increased cost” criteria nentioned above,
supervi sors should consult the Labor Managenent O fi ce.

23-5.  PRESH FT/ POSTSH FT ACTI VI Tl ES.

A pre-shift activity is a preparatory activity that an enpl oyee
perfornms prior to conmmencing his/her principal activities (i.e.,
the duties enployed to perform and a post-shift activity is a
concluding activity that an enpl oyee perforns after the
conpletion of the principal activities. |[If the supervisor
determ nes that a pre-shift or post-shift activity is closely
related to the enpl oyee's principal activities and is

i ndi spensable to the performance of the principal activities and
the tinme spent in the pre-shift/post-shift activities is nore
than 10 m nutes per daily tour of duty, the supervisor shal
credit all the tinme spent in those activities as hours of work.
Daily pre-shift activities of 10 m nutes or |ess and/or post-
shift activities of 10 m nutes of |ess are considered “de

m ni nus” and are non-conpensabl e.

23-6. ON-CALL DUTY.

a. Wen the nature of operations is such that it may becone
necessary at any tinme to call back enpl oyees because of
energencies or adm nistrative requirenents that may occur outside
the normal work hours of an activity, enployees may be desi gnated
to be available for such a call during weekends or other off-duty
time. Designation of enployees for this purpose wll be subject
to the follow ng conditions:

(1) There should be a definite possibility that the
services of the designated enpl oyees m ght be required.

(2) On-call duties required of the enployee wll be
brought to the attention of all enpl oyees concerned.

(3) If nore than one enpl oyee could be used for on-cal
servi ces, designations should be nmade on a rotating basis.

(4) Enployees who are designated for "on-call" duty may
not have their freedom of novenent unduly restricted. Normally,
the requirenent that they hold thensel ves available wll not
extend beyond a requirenent that they | eave word where they may
be reached. Electronic paging devices (beepers) nay be issued to
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enpl oyees who voluntarily request them Any other assignnent of
el ectroni c pagi ng devices (unless directed to carry a pagi ng
device in a standby status) will be coordinated with the Labor
Managenent O fi ce.

b. The designation of enployees to be avail able for on-cal
duty cannot, in itself, serve as a basis for additional
conpensati on. Enpl oyees on approved standby tours (i.e.,
required to remain at their post of duty wth their tinme and
activities conpletely under the control of the enploying
activity) wll require additional conpensation be paid. In the
event of the actual call back to duty, enployees in an on-cal
status are entitled to a m ninmumof 2 hours overtine
conpensation. |If a return to duty fromon-call (w thout paging
device) is not required and services are provided by tel ephone,
overtinme pay or conpensatory tine, as appropriate, wll be
granted unless the tine spent performng the service is |ess than
15 m nutes.

23-7. REST AND LUNCH PERI ODS
a. Rest periods.

(1) A 15-mnute rest period may be granted for each 4
hours of continuous duty. Insofar as possible, rest periods wll
be at the m dpoint of the 4-hour duty period. Rest periods
cannot be added to the lunch period or at the beginning or the
end of the workday (refer to Chapter 32 for additional
i nformation).

(2) The granting of a rest period is a privilege and not
a right of enployees; therefore, supervisors may, at their
di scretion, suspend a particular rest period in order to neet an
enmergency work situation. However, before suspending the rest
period, the operating official should consider if delaying the
rest period will resolve the energency situation.

(3) Enployees are entitled to an 8-hour break between
the end of a shift and the beginning of the next shift unless
overtinme is paid in accordance with regul ati ons.

b. Lunch peri ods.

(1) Lunch periods during which the enployee is entirely
free of duty may not be considered duty tinme and nust be
schedul ed outside the hours established for the daily tours of
duty. Were three 8-hour shifts are in operation; however, and
an overlapping of shifts to permt tine off for lunch is not
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possi ble, a lunch period of 20 m nutes or |l ess may be counted as
time worked for which conpensation is allowed. Were the on-the-
job lunch period is in effect, enployees nust spend the tine
close to their workstations and may be required to perform work.
Where the lunch period is free tine, or is |longer than 20

m nutes, the entire period may not be included in the daily
schedul e of working hours so that the enpl oyees are paid for the
[ unch period. Enployees cannot forego a |lunch period for the

pur pose of shortening the workday.

(2) Staggered lunch periods nay be necessary to provide
coverage of an activity during the lunch period. Supervisors
shoul d use a conbination of factors such as enpl oyee preferences,
i ndi vidual skills and qualifications, and service within the work
unit to determne |unch period assignnents.

(3) Enployees in these sections which require staggered
reporting tinmes or staggered |unch periods to conpensate for peak
work | oad, to extend hours of operations, or to provide coverage
during the normal lunch period, will be placed in a tour of duty
assignment which will provide working hours dictated by m ssion
requi renents and consistent wth governing regul ations and the
provi sions of the Contract Agreenent between headquarters XVi|
Airborne Corp & Fort Bragg, North Carolina and Anerican
Federation of Governnent Enpl oyees.

23-8. FEDERAL HOLI DAYS.

New Year's Day, January 1

Martin Luther King's Birthday, the third Monday in January
George Washington's Birthday, the third Monday in February
Menorial Day, the |last Monday in My

| ndependence Day, July 4

Labor Day, the first Mnday in Septenber

Col unbus Day, the second Mnday in October

Veteran's Day, Novenber 11

Thanksgi ving Day, the fourth Thursday i n Novenber

Chri stmas Day, Decenber 25

23-9. DETERM NI NG DAYS ON WHI CH HOLI DAY BENEFI TS ACCRUE

a. |In general, holidays falling on non-workdays, with the
exception of holidays falling on Sunday or other day designated
as "in lieu of Sunday" (the first non-workday of the
adm ni strative workweek) are observed on the workday i mredi ately
proceedi ng the holiday. Holidays that fall on Sunday or the day
in lieu of Sunday are observed on the workday i mredi ately
followng the holiday. The table at figure 23-1 in this chapter
is useful in determ ning on which day of the workweek the holiday
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is observed when the holiday occurs on one of the two non-

wor kdays in colum 1. To use the table, first find the correct
conbi nati on of non-workdays in colum 1 and then find the
corresponding day (letter A or B) in colum 2. This is the day on
whi ch holiday benefits are observed.

b. Holiday work is non-overtinme work performed by an
enpl oyee during a regularly scheduled daily tour of duty on a
designated | egal holiday. Holiday work is also nutually
excl usive of overtinme work. A full-time enpl oyee who perforns
work on a holiday as part of his/her basic 40-hour workweek is
entitled to holiday pay. An enployee who works on a holiday
under any other conditions is entitled to overtine pay only, not
hol i day pay.

c. Enployees working on an Alternate Wrk Schedul e shoul d
check with their tinekeeper or the Human Resource Managenent
office regarding the correct days to be observed as holidays.

d. Holidays for Firefighters.

(1) Federal firefighters are generally entitled to a
speci al form of conpensation that bars them fromreceiving
hol i day prem um pay. Under current law, any firefighter with a
regul ar tour of duty that averages 53 hours or nore per week is
conpensat ed under special basic pay and overtine pay rules. By
law, these firefighters are not entitled to any other form of
prem um pay, including holiday prem um pay. The current |aw
becane effective in October 1998.

(2) Certain firefighters have a regul ar 40-hour tour of
duty and do not receive any type of special conpensation. These
firefighters would be entitled to holiday prem um pay on the sanme
basi s as regul ar enpl oyees.

(3) Federal firefighters paid under special firefighter
pay provisions are not entitled to be excused fromduty on a
hol i day and paid for holiday hours during which no work is
performed. They can be required to work on a holiday at their
normal pay rate, with no entitlenent to holiday prem um pay.
They are not covered by the normal holiday rules. An individual
firefighter may be permtted to take annual or sick | eave on a
holiday. 1In rare circunstances in which an agency determ nes
that firefighters' services are not required on a particular
hol i day, the agency may at its discretion grant these
firefighters excused absence with pay, w thout charge to | eave.
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(4) Firefighters' pay under the special firefighter pay
provisions is considered to be conpl ete conpensation for al
hours of work, taking into account the fact that firefighters my
wor k at night and on Sundays and hol i days due to the nature of
their work. This sanme concept applied when firefighters received
standby duty prem um pay (before October 1998). In both cases,
there is a presunption that enployees will performduty on
holidays falling wwthin their regularly scheduled tours of duty.
(See 56 Conp. Gen. 551.)

23-10. SUNDAY WORK.

Sunday work is non-overtine work perfornmed by an enpl oyee during
a regularly scheduled daily tour of duty when any part of the
tour is on Sunday. Sunday pay is paid if any portion of the tour
of duty falls on a Sunday. Sunday work is nutually excl usive of
overtinme work. A full-tinme enployee who perforns Sunday work as
part of the basic 40-hour workweek is entitled to Sunday pay. An
enpl oyee who wor ks on Sunday under any other conditions is
entitled to overtime pay only. An enployee who is regularly
schedul ed to work on Sundays and who chooses to take sick or
annual leave is entitled to Sunday prem um pay for periods of

aut hori zed absence.

23-11. N GHT WORK.

a. N ght work includes any work perfornmed by an enpl oyee
during hours for which night shift differential is authorized as
part of his or her regularly schedul ed adm nistrative workweek.

b. N ght work includes any work regularly scheduled for an
enpl oyee between the hours of:

(1)) 3 P.M and 8 AM for Federal Wage System (WG
enpl oyees.

(2) 6 P.M and 6 A M for GS enpl oyees.

c. N ght work nust be schedul ed as part of the enpl oyee's
regul arly schedul ed adm ni strative workweek to be conpensabl e at
night premumrates. |[If an enployee is schedul ed by date and
time, in advance (prior to the adm nistrative workweek), to
performovertinme work, he or she is entitled to overtinme pay and
night differential. An enployee tenporarily assigned during the
adm ni strative workweek to a daily tour that includes night work
is entitled night differential. This is distinguished froma
period of irregular or occasional overtine in addition to the
enpl oyee's regul arly schedul ed adm ni strative wor kweek.
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23-12. OVERTI ME AND COVPENSATCORY TI ME
a. Overti ne.

(1) Al Cvil Service positions are coded "exenpt" or
"nonexenpt” fromthe Fair Labor Standards Act (FLSA). Exenpt
enpl oyees are not covered by FLSA;, overtine entitlenents for
exenpt enpl oyees are determ ned under Title 5 United States
Code. Nonexenpt enployees are covered by the FLSA.  Supervisors
can determ ne the status of their enployees by checking (1) the
j ob description, (2) the enployee's Notification of Personnel
Act i on.

(2) Oficially ordered or approved work in excess of 40
hours in an adm nistrative workweek or in excess of 8 hours in a
day is overtinme work and nmust be paid or conpensated for in
accordance with | aw and regul ati ons, unless the enpl oyee is
wor ki ng under an approved alternate work schedul e.

(3) Regular overtine work is overtinme work that is part
of an enpl oyee's regularly schedul ed adm ni strative workweek.
Enmpl oyees who work regularly schedul ed overtine or perform
overtinme which should have been schedul ed, as part of the
enpl oyee's regul arly schedul ed adm ni strative workweek nust be
paid. Irregular or occasional overtine work nmeans overtine that
is not part of an enployee's regularly schedul ed adm nistrative
wor kweek. Unlike regularly schedul ed overtine where an enpl oyee
must be paid, enployees who work irregular or occasional overtine
may be granted conpensatory tinme off in lieu of overtine pay.
(See paragraph 23-11 b)

(4) Supervisors have authority to order an enpl oyee to
work overtime. Enployee refusal to do so may result in
di sci plinary action.

(5) Planned overtinme work will be distributed equitably
anong all enployees within the trade or occupations within an
organi zati onal element. Enployees assigned to work overtine nust
be qualified as determ ned by the supervisor to performthe
overtinme work in an efficient and expeditious manner.

(6) It is recognized that certain factors i.e., |eave,
continuity on jobs of short duration, peculiar and environnent
skills requirenents, etc., may cause tenporary inbal ance in the
equitable distribution of overtine. However, nothing in the
section shall be construed as alleviating the responsibility of
the supervisor to distribute overtine fairly and equitably in a
12-nmont h peri od.
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(7) This does not apply to enpl oyees assigned to
energency situations requiring i medi ate actions, however,
supervisors will avoid the continuous use of a single enployee in
energency situations when other qualified enployees are avail abl e
who can react in sufficient tine to aid in resolution of the
enmer gency.

b. Overtinme while in a Travel Status.

Determ ning an enpl oyee's overtine entitlenent while in a travel
status varies dependi ng on whether or not the enployee is covered
by the overtime provisions of the FLSA. Enpl oyees who are not
covered by the FLSA (i.e., Exenpt enployees) have their overtine
entitlements determ ned only under the provisions of 5 USC 5542.
The foll ow ng describes the conditions under which travel tinme
may be consi dered hours of work for pay purposes:

(1) In accordance with 5 USC, Section 5542 and 5 CFR
550. 112, time spent away fromthe official duty station of an
enpl oyee is not hours of enploynent unless:

(a) The time spent is within the days and hours of
the regularly schedul ed adm ni strati ve wor kweek of the enpl oyee,
i ncluding regularly schedul ed overtinme hours; or

(b) The travel (i) involves the performance of work
while traveling, (ii) is incident to travel that involves the
performance of work while traveling, (iii) is carried out under
arduous conditions, or (iv) results froman event which could not
be schedul ed or controlled adm nistratively.

(2) I AWFair Labor Standards Act and 5 CFR Section
5551.422, tinme spent traveling shall be considered hours of work
if:

(a) An enployee is required to travel during
regul ar wor ki ng hours;

(b) An enployee is required to drive a vehicle or
perform ot her work while traveling;

(c) An enployee is required to travel as a
passenger on a one-day assignnment away fromthe official duty
stations; or

(d) An enployee is required to travel as a
passenger on an overni ght assignnment away fromthe official duty
station during hours on non-workdays that correspond to the
enpl oyee' s regul ar wor ki ng hours.
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(e) An enployee who travels from hone before the
regul ar wor kday begins and returns hone at the end of the workday
is engaged in normal "home to work" travel; such travel is not
hours of work. Wen an enployee travels directly fromhone to a
tenporary duty location outside the limts of his or her official
duty station, the tine the enpl oyee woul d have spent in normal
home to work travel shall be deducted from hours of work as
specified in paragraphs b and c, above.

(f) An enployee who is offered one node of
transportation, and who is permtted to use an alternative node
of transportation, or an enployee who travels at a tinme other
than that selected by the agency, shall be credited with the
| essor of:

(1) The actual travel tinme that is hours of
wor k under this section; or

(2) The estimated travel tinme which would have
been consi dered hours of work under this section had the enpl oyee
used the node of transportation offered by the agency, or
traveled at the tine selected by the agency.

(3) Travel of an enployee shall, to the maxi mum extent
possi bl e, be scheduled within the enpl oyee's regularly schedul ed
wor kweek during regular duty hours in order to mnimze overtine
obl i gati ons.

c. Conpensatory Tine.

(1) Conpensatory tinme is an approved absence granted in
lieu of overtine pay.

(2) Al enployees who are exenpt fromthe FLSA and whose
rate of pay is at or belowthe rate of pay for GS-10/Step 10 and
wage system (WG enpl oyees may el ect paid overtine or
conpensatory tinme for overtinme worked, provided the hours worked
are irregular or occasional. Wenever overtine is scheduled in
advance of or included as a part of the adm nistrative workweek,
the overtine may not be considered irregular or occasional;
therefore, overtine paynent is required.

(3) Al enployees who are exenpt fromthe FLSA and whose
pay exceeds the rate of pay for GS-10/Step 10 nay be directed to
take conpensatory tine in lieu of paid overtinme, if the hours
wor ked are irregular or occasional. Maxinmumuse wll be nmade of
conpensatory tinme for these enpl oyees.
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(4) Al enployees who are covered by the FLSA
(nonexenpt) will be paid for all overtinme worked; however, such

(5) Conpensatory time will be earned and used on the
basis of 1 hour off duty for each overtinme hour worked (or 15-
m nute increnents thereof) and not at tine and one-half.
Conpensatory tinme off may be granted for overtime work only. It
will not be granted for work perfornmed on a holiday or Sunday for
whi ch holiday or Sunday prem um pay is due.

(6) Supervisors are responsible for establishing a
definite tine schedule to afford the enpl oyee an opportunity to
take conpensatory tine off since under the foll ow ng conditions,
conpensatory tinme will be paid as overtine when:

(a) Wen it is not used by the end of the 26th pay
period after it is earned.

(b) The enployee transfers to an activity under a
different Unit ldentification Code (UC), i.e., RBC enpl oyee
transfers to USASOC, etc.

(c) Upon separation from Federal Service.

(7) An enployee should use conpensatory tine before
usi ng annual | eave except at the end of the |eave year when
accunul at ed annual | eave exceeds the perm ssible carryover and
could be forfeited.

(8) Conpensatory tinme earned and granted will be
controlled and the supervisor will maintain appropriate records.
Al l conpensatory tinme earned and used by an enpl oyee wll be
recorded on the tine and attendance report and | eave record in
accordance wth applicable tinme keeping regul ati ons.

(9) Conpensatory Tinme for Religious Holidays.

(a) \When personal religious beliefs require
enpl oyees to abstain fromwork during certain periods, they my
el ect, with supervisory approval, to work conpensatory tinme and
receive, in lieu of overtinme pay, an equal anount of conpensatory
time off. Requests may be di sapproved, however, if nodification
in the work schedule would interfere with the efficient
acconpl i shnent of the mssion. The conpensatory tinme may be
wor ked before or after the period of tine off; advanced
conpensatory tinme off should be worked off within a reasonable
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anount of tinme. \Were an enployee can be granted tine off but no
productive overtinme work is available at the tine it is initially
requested, alternative tines should be arranged, where possible,
for the performance of the work.

(b) The enpl oyee's request for conpensatory tinme
of f and conpensatory work should be by Menorandumto the
supervi sor who normal |y approves | eave and shoul d read as

follows: "I request to work conpensatory tinme and receive, in
lieu of overtinme pay, an equal anmount of conpensatory time off
during the period (fill in dates and/or tine). My religious

beliefs require ne to abstain fromwork during this period."

The supervi sor shoul d approve/ di sapprove the request, notify the
enpl oyee and keep a Menorandum for Record for their records.
Conpensatory hours worked and taken shoul d be annotated on the
Time and Attendance Report in the normal manner for recording
conpensatory tinme and by annotating the appropriate Defense
Cvilian Pay System (DCPS) code. Further information on use of
conpensatory tinme for religious observance nay be obtai ned by
contacting the Labor Managenent O fice, tel ephone 6-8905/9138.
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