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INTRODUCTION
The guidance within this document applies to all Office of Public Affairs, Education and Outreach (OPAEO) employees and supervisors assigned to the Maxiflex schedule.  This document specifically focuses on policies and procedures relative to Maxiflex, although it does include some general information on all alternative work schedules (AWS) which may be useful.  For detailed policies on each type of AWS (except Maxiflex), refer to FSIS Directive 4610.5, AWS.  Guidance on the traditional, 8-hour day work schedule can be found in FSIS Directive 4610.2, Tours of Duty under “Standard Work Schedules.”

OPAEO management now has a “blanket,” provisional approval to allow employees to select a variety of work schedules.
These schedules are open to all OPAEO employees.  If authorized by the immediate supervisor, an employee may request:

· the 5-4/9 Compressed Work Schedule (CWS)  

· Modified Flexitour

· Maxiflex 

· the traditional 8-hour workday (with or without) gliding or flexible midday band.  

The Maxiflex schedule may NOT be combined with any other schedule since many other schedules can be mimicked within it, so it is not necessary to use Maxiflex in combination with other schedules.  The Maxiflex schedule is available on a provisional basis.  Maxiflex will be tested so that management can determine its feasibility, usefulness, and possible application within the program.  After the pilot period expires, an evaluation will be conducted on the OPAEO Maxiflex program so that OPAEO management can decide whether or not to recommend whether Maxiflex should be adopted on a permanent basis or discontinued.  Employees should be advised that if they adopt the Maxiflex schedule and it is later discontinued, employees will be required to select a new schedule.

As with any alternative work schedule, the schedules available within OPAEO are a privilege to employees and are not a vested right or entitlement.  Approval to use an AWS is at management’s discretion.


GENERAL INFORMATION ON ALTERNATIVE WORK SCHEDULES
THERE ARE TWO TYPES OF ALTERNATIVE WORK SCHEDULES (AWS) AVAILABLE TO OPAEO EMPLOYEES:
     
• Flexible Work Schedules (FWS) are schedules with an 80–hour biweekly work requirement which allow employees varying degrees of flexibility for determining their work schedules (e.g., flexibility in terms of starting and stopping times, an opportunity for extended lunch periods, and use of credit hours to shorten the workweek) within limits set by the Agency.  Some examples of flexible work schedules include "maxiflex," "gliding," and "flexible midday band."  Employees approved to work flexible schedules are required to meet a daily sign in/out requirement.  This can be accomplished using a variety of time accounting methods; for example, a written sign in/out sheet.  The location of the sign in/out sheets will be left to discretion of the supervisor.

     
• Compressed Work Schedules (CWS) are fixed schedules that have an 80–hour biweekly work requirement, which is scheduled to be completed in less than 10 workdays.  An example is the "5–4/9" schedule.  Since CWS are fixed schedules with a daily work requirement of either 8 or 9 hours, employees are not required to sign in and out on a daily basis unless they use a CWS in combination with a FWS such as the glide schedule.

GENERAL GUIDANCE APPLYING TO ALL AWS WITHIN OPAEO.


• Availability of AWS. Employee participation in AWS is strictly voluntary and should be viewed as a privilege rather than an entitlement such as annual leave. Once an office or unit has gained approval for a specific AWS, individual supervisors may accept (but are not required to accept) employee requests to adopt an approved AWS. 


• Effect of AWS on Services and Costs.   In Headquarters, adequate office coverage must be provided during official business hours.  When approving employee requests for AWS options, supervisors must ensure an acceptable level of customer service during these hours and employee safety during extended hours.  Supervisors must also assure that there is productive work for employees to perform during the entire workday, including during times when employees work independently. Supervisors may exclude certain positions from working during weekends or from extended hours as not being suitable for certain AWS’s due to office coverage, employee safety, or customer service concerns.


Workload, customer service, and/or office coverage requirements may prevent the supervisor from allowing some employees to adopt an AWS or may require that the supervisor establish certain additional constraints, i.e., extending the hours of the core time period or limiting those workdays on which employees can use credit hours to be off work. In addition, supervisors may mandate either short-term or long-term changes to previously approved flexible schedules for individuals or groups of individuals as circumstances require, e.g., increased workload, unanticipated staffing shortages. Inability on the part of any employee to comply with timesheet guidelines will result in the withdrawal of AWS privileges.  Supervisors are responsible for suspending or terminating AWS for individual employees or the entire work unit if the AWS results in reduced productivity, level of service, or quality of work. AWS will not be made available to employees if AWS would result in increased operating costs, i.e., requiring additional staff to provide office coverage, or additional overtime.


• Arrival and Departure Times. Employees on Maxiflex may start work as early as 6:00 a.m. and end their workday as late as 11:00 p.m.  


• Planning and Scheduling Leave for Employees on AWS. Employees on AWS are often able to conserve annual leave.  Consequently, those employees in high leave earning categories or balances run the risk of potential annual leave forfeiture at the end of the year. Annual leave should be carefully planned and scheduled throughout the year. An employee's AWS is not recognized as a basis on which annual leave can be restored. As a reminder, tracking and scheduling annual leave is the responsibility of the employee, not the supervisor.

· Leave Charges.  During the Maxiflex pilot program, OPAEO employees are authorized to use compensatory leave and credit hours in fractional increments of no less than 15 minutes.  

· Timekeeping. 


Employee:

Each employee will fill out a proposed work schedule on the timesheet, before the pay period begins, indicating their projected biweekly schedule for the supervisors’ approval.

During the pay period the actual section of the timesheet will be filled out on a daily basis to reflect the actual schedule worked by the employee.

Each employee will be responsible for filling out their own timesheet and Time and Attendance Report (T&A), and handing the completed T&A, with all approved leave slips attached, to the reviewer.  

Employees can only charge 8 hrs. for a holiday under Maxiflex.

The employee MUST initial, in the CERTIFICATION BLOCK on the Time and Attendance Report, before submitting it to the reviewer.

It will be a requirement to keep your Outlook calendar updated.  This will help coworkers know your availability for meetings.



Reviewer:

Responsible for reviewing the T&A to insure it is fully completed and properly coded for overall accuracy, and signing as the timekeeper.

Obtain from the supervisor the signed T&As and submit to the Financial Processing Center by 10 a.m. on Monday.

The reviewer will retain a file copy of the T&A and leave slips and provide a copy to the employee.



Supervisor:

Inaccuracies will be discussed with the employee.

The supervisor will certify and sign each T&A before submission to the Financial Processing Center.

NOTE:  A training packet will be prepared to distribute to the employees on how to fill out their worksheet and T&A.


• T&A Coding.  Reviewers should follow the appropriate attached instructions prepared for coding time and leave during the Maxiflex Pilot Program.  The instructions also provide guidance concerning fractional leave charges.  Reviewers should follow the appropriate instructions in Attachment 5.


• Communication Between Supervisors and Employees on AWS. Cooperation and ongoing communication between employees and supervisors is essential to ensure the success and continued availability of AWS. 


• Fair Treatment. Employees on the AWS should neither receive favored treatment nor be penalized as a result of their selection of their schedule. These employees should be treated in a manner that provides for equity with employees working traditional work schedules.  AWS are a privilege not an entitlement of employees.  Selection of a work schedule is contingent upon supervisory approval and based on many factors including performance, workload, office coverage, personal needs and preferences, and group activities/meetings.         

ALTERNATIVE WORK SCHEDULE DEFINITIONS: 
1. Maxiflex is a flexible work schedule with a biweekly work requirement of 80 hours for full-time employees and a prorated biweekly work requirement for part-time employees.  Maxiflex contains core hours on fewer than 10 workdays in the biweekly pay period, which allows employees to complete the basic work requirement in less than 10 workdays per pay period.  It also allows employees to vary the number of hours worked in a given workday or workweek and use credit hours toward meeting the 80-hour basic work requirement. 

2. Basic Work Requirement means the number of hours, excluding overtime hours, an employee is required to work or to account for by annual or sick leave, compensatory time off, leave without pay, excused absence, religious compensatory time off, time off awards, or credit hours.  A full-time employee's basic work requirement is 80 hours in a pay period.  A part time employee’s basic work requirement is the number of hours that the employee and supervisor agree that the employee is officially scheduled to work each pay period.

3. Approved Work Schedule is synonymous with the basic work requirement and means the number of hours of work or approved absence that the employee and supervisor agree to and understand that the employee will account for in a given biweekly pay period.  Under Maxiflex, approved work schedule does not have the same meaning as tour of duty.

4. Tour Of Duty under Maxiflex means the limits set by management within which an employee must complete his or her basic work requirement or work schedule.  In other words, the tour of duty is a window of time during the pay period when there are core hours and flexible hours when employees will account for their basic work requirement.  In OPAEO, the tour of duty under Maxiflex is the time between Monday and Saturday, 6am until 11pm.  This term is NOT synonymous with work schedule.  Under Maxiflex, tour of duty and work schedule have two separate meanings.  Tour of duty is the window of time when there are core hours and flexible hours when the work schedule (i.e., 80-hour work requirement) must be accomplished.

5. Basic Hours/ Regular Hours are the non-overtime hours of work (not including paid or unpaid leave) that the employee has agreed to perform during a given biweekly pay period.  These hours are paid to the employee at his/her base rate of pay. 


6.
Credit Hours are any hours, within a flexible work schedule such as Maxiflex, which are in excess of an employee's basic work requirement and which the employee voluntarily elects to work so as to vary the length of a subsequent workday, workweek, or pay period.  A maximum of 24 credit hours can be carried over from each pay period.


7.
Overtime Hours when used with respect to Maxiflex means all hours of work in excess of 8 hours in a day or 40 hours in a week which are officially ordered and approved in advance by management, and which are not voluntary.


8.
Core Hours refers to the times during the workday, workweek, or pay period within the tour of duty during which an employee covered by Maxiflex is required to be present for work or in an approved leave status.  The core hours for OPAEO employees are Wednesday at 10:00 a.m. to 12:00 p.m. and apply to all OPAEO employees on Maxiflex, gliding, flexible midday band, and modified flexitour.  Core hours do not apply to any OPAEO employees on traditional 8-hour day schedules or the 5-4/9 CWS because these are fixed schedules.  

9.
Flexible Time Bands/ Flexible Hours refers to the times during the workday, workweek, or pay period when an employee covered by a flexible work schedule may choose to vary his or her times of arrival to and departure from work consistent with the duties and requirements of the position.  The flexible time bands for OPAEO employees are Monday, Tuesday, Thursday, Friday, and Saturday, 6:00 a.m. to 11:00 p.m. and Wednesday from 6:00 a.m. to 10:00 a.m. and 12:00 p.m. to 11:00 p.m.  (Work what would normally be night time hours (6pm to 6am) must be approved in advanced by management and is expected to occur only on an occasional basis or due to specific workload requirements.)
10.
Sunday under the Maxiflex schedule is always considered to be a nonworkday.  Employees may not schedule any work to be performed on Sunday as part of their 80-hour basic work requirement (i.e., approved work schedule) for a given pay period.  With advanced supervisory approval, employees may earn credit hours on Sunday.  However, any work performed on Sunday must always be considered credit hours.

PROCEDURES FOR USING MAXIFLEX.
Below are procedures describing the application process and documentation requirements for utilization of the Maxiflex Work Schedule. 

A.  Application and Documentation.
1. Employees interested in applying for the Maxiflex schedule must seek approval from their immediate supervisors in writing on Form AD-4610.2, Application For Change In Tour of Duty in advance of the pay period in which they would like to begin using Maxiflex.  Employees not interested in participating in the Maxiflex schedule may continue to utilize other work schedules available within OPAEO.  

2. An employee may begin using Maxiflex at the beginning of the first available pay period when the supervisor has approved the request.  Employees may not begin using Maxiflex in the middle of a pay period since the Maxiflex schedule is designed based on two-week intervals.

3. All Maxiflex work schedule approvals and disapprovals will be documented by the supervisor.  If a request is denied, the supervisor should provide the employee with an explanation, to the extent possible.

4. Employees are permitted to change AWS’s periodically to accommodate workload demands or for personal reasons.  However, they are not permitted to change AWS’s pay period by pay period or too frequently.  For example, an employee may not work on a Maxiflex Schedule one pay period and then the next pay period switch to the 5-4/9 CWS, and then the next pay period switch back to Maxiflex.

B. Advanced Work Scheduling.

1. All OPAEO employees on Maxiflex are subject to an advanced scheduling requirement each pay period.  Because Maxiflex allows employees to vary their work hours during flexible times each pay period, employees must submit a proposed work schedule on the Maxiflex Timesheet to their supervisors for approval in advance of each pay period. The supervisor should review the proposed work schedule every other Thursday or Friday (on “T&A day”). The supervisor reviews the Maxiflex Timesheet to certify the employee’s time and attendance for payroll purposes.  

2. The proposed work schedule must indicate the number of hours and timeframes the employee plans to work on each day of the upcoming pay period.  To the extent possible, the schedule must also include any leave planned for use and any credit hours that the employee plans to accrue and/or use.  Advanced scheduling of the pay period minimizes potential problems in determining an employee's entitlements to pay and leave and gives the supervisor notice of the employee's availability so that he/she can plan and assign work.  If an employee does not indicate that he/she is changing the work hours for the upcoming pay period, it is assumed that he/she will work the same schedule already in place from the preceding pay period.  If an employee forgets or is unable to submit changes to the supervisor prior to the start of the pay period, he/she may not make changes once the pay period has begun unless the supervisor allows changes. Allowing changes is at the supervisor’s discretion but should be done as soon as possible. 

3. All work schedules under Maxiflex must include at least 80 hours of work (or other approved leave or credit hours to be used) to meet the basic work requirement and must be scheduled during the tour of duty window during the flexible and core hours, Monday through Saturday, 6 a.m. to 11 p.m.  The basic 80 hours may not be scheduled during times outside of the tour of duty window.

4. Credit hours are only earned once the basic work requirement of 80 hours is satisfied on a given pay period.  For example, an employee has not reached credit hour earning status until he/she has completed 80 hours of work time.  To the extent possible, credit hours should be earned during designated flexible hours. The only exceptions to this rule are:

· any work an employee elects to perform on Sunday; 

· any work an employee elects to perform before the starting flexible time of 6 a.m. daily; or 

· any work an employee elects to perform beyond the ending flexible time of 11 p.m. daily.

When work is performed during these timeframes, it is always considered credit hours and must be approved by the supervisor.  In addition, if an employee elects to work credit hours during these times, he/she understands that he/she is not entitled to night differential or Sunday differential.   

5. Part-time employees must also select a biweekly work schedule based on the number of hours agreed upon between the employee and supervisor prior to the start of the pay period.  Part-time employees should follow the same advanced scheduling requirements as full-time employees.

6. For full-time employees, the proposed work schedule must include a 1/2-hour (i.e., 30-minute) lunch period each workday when the employee is scheduled to work 5 or more hours.  Part-time employees are not required to take a 1/2-hour lunch period unless they work 5 or more hours during the workday.  Employees may not skip the lunch period or work during the lunch period in order to shorten the length of a workday.

7. If all or part of a proposed schedule is disapproved by the supervisor, he/she should state the reason(s) for disapproval on the Maxiflex Timesheet and offer some alternatives, if available.  

8. Employees assigned to a Maxiflex schedule must be present at work during the core hours of 10:00 a.m. to 12:00 p.m., every Wednesday unless otherwise granted excused absence, leave, time off award, etc. by their supervisors.  Core hours must be built into the biweekly work schedule each pay period.  Employees are not required to be present at work during the flexible hours of 6:00 a.m. to 11:00 p.m. on Monday, Tuesday, Thursday, Friday, and Saturday. 

    9.  
The maxiflex scheduling option allows employees to set their daily arrival and departure times for their 80 hour biweekly work requirement (with prior review and approval from their supervisor).  However, as circumstances arise, the glide option offers an employee the flexibility of varying their scheduled arrival and departure time.  The supervisor should be notified as soon as possible that the change in schedule is necessary.  Any changes in the work schedule must be documented on the Maxiflex Time sheet.

The glide option provides employees with the flexibility to arrive at work up to 1 hour after their scheduled, pre-approved starting time, and/or extend their departure time to compensate for their delayed arrival on the same day, without prior approval from the supervisor. 

If an employee is aware that a delay in their starting time will occur, it is the responsibility of the employee to notify their supervisor, whenever possible and as soon as possible, of that delay.  It is also the responsibility of the employee to make sure that the use of the glide option will not interfere with the work needs of their office and their ability to attend scheduled meetings.

Because the glide option provides for up to 1 hour only for delayed/early arrival and delayed/early departure, an employee would need to be in a leave status (annual, sick, etc.) for any time over 1 hour, and would need the supervisor’s approval.

Example 1: An employee has an approved Monday morning arrival time of 8:00 a.m. and a departure time of 4:30 p.m. However, on Sunday night, the employee becomes aware that, for personal reasons, there will be a 1 hour delay in his/her Monday arrival time.  The employee calls the supervisor to advise and obtain concurrence of the delay.  The employee’s actual arrival time is now 9:00 a.m., and the departure time will be 5:30 p.m. to account for the delayed arrival. 

Example 2: An employee has an approved Tuesday morning arrival time of 8:00 a.m. and a departure time of 4:30 p.m.  However, on Monday night, the employee becomes aware that an earlier departure time on Tuesday will be necessary.   The employee arrives at work one hour early (7:00 a.m.) using the up to 1 hour gliding feature, and advises the supervisor of the need to alter his departure time to 3:30 p.m. instead of 4:30 p.m., to account for his early arrival. 

10. Regardless of which working hours an employee chooses to work each pay period, at the end of the pay period, all full time employees (or the prorated amount for part-time employees) must meet the 80-hour biweekly work requirement.  There is no mandatory daily or weekly work requirement.  For example, employees are not required to meet a daily work requirement of 8 hours or a weekly work requirement of 40 hours.  Employees’ entitlements to pay and leave will be based on the work schedule in effect during any particular workday. 

11. Employees on Maxiflex may begin the workday as early as 6:00 a.m. and end the workday as late as 11:00 p.m.  With supervisory approval, employees may work up to a maximum of 11 and ½ non-overtime hours in a single workday.  (This does not preclude the credit hour exceptions noted under number 4 under this section.)  These hours can be basic hours, accrued credit hours, approved leave, or a combination of these.  

C.  Use of Credit Hours.
1. The Maxiflex schedule enables employees to earn and use credit hours.  Credit hours are any hours of work performed in excess of the basic work requirement that the employee elects to work on a given day in order to shorten the length of a given 10-day pay period.  Credit hours are strictly voluntary.  For example, John is scheduled to work 8 hours on Monday.  He elects to work 2 extra hours on that day.  So long as John works at least 72 more hours during the pay period, the 2 extra hours are considered credit hours because they are in excess of the 80 hours John was scheduled and is required to work in a given pay period.  If at the end of the pay period John has not worked 80 hours or has not accounted for 80 hours with a combination of leave and work, the 2 extra hours are counted towards the 80-hour biweekly work requirement and would not be credit hours.  

2. Employees may earn up to 1 credit hour per workday (excluding Sunday) without prior supervisory approval. Credit hours must be recorded on the Maxiflex Timesheet each time they are earned and used. 

3. Approval to earn credit hours in excess of the 1-hour daily workday limit (excluding Sunday) must be granted by the supervisor in advance whenever possible of the pay period that the employee intends to earn credit hours.  Once the pay period has begun, changes should not be made to the hours comprising the basic work requirement (i.e., base hours) except within the limits of the glide 
provisions however; credit hour changes may be permitted.  Credit hour changes are subject to supervisory approval.  For example, an employee who expects that family obligations will prevent him from earning any credit hours in the first week of the pay period is relieved of those obligations and wishes to earn several hours of credit time.  

4. Employees must obtain advance supervisory approval to earn credit hours on Sunday.  The maximum number of credit hours that may be rescheduled for Sunday and used towards the basic work requirement when necessary is up to supervisory discretion.  Supervisors should take into consideration the type of work involved, access and safety of the office, and the individual situation.  The use of credit hours scheduled for Sunday toward the basic work requirement should be rare.
5. Ordinarily, credit hours may only be earned during the flexible time bands but may be used during flexible time bands and only during core hours if authorized.  Credit hours may be earned in no less than 15-minute increments.  If an employee works less than 15 minutes of credit time, it may not be counted as credit hours.  Odd minutes not totaling a full quarter hour cannot be rounded up to a full quarter hour nor can they be saved up and added together to equal a full quarter hour.  Compensation regulations require that basic time and credit time be paid for hours actually worked and do not allow for rounding or averaging to whole numbers.

     6.
When an employee wishes to use credit hours, he/she must request to use them in writing on Standard Form-71, Application for Leave or Approved Absence similar to when other leave is requested.  It should be noted that use/lose annual leave, that is, accrued annual leave beyond the 240-hour maximum carry over limitation, must be used before accrued credit hours are used.  If credit hours are used erroneously instead of use/lose annual leave and the annual leave is subsequently forfeited, there is no basis for restoring the forfeited annual leave under most circumstances.

7   Credit hours may only be worked by OPAEO employees who participate in Maxiflex since OPAEO does not allow any other schedule with a credit hour earning feature.  

8.   
Credit hours are worked at the option of the employee and they are distinguished from overtime hours in that they are not officially ordered in advance by management.  The employee's right to earn and use credit hours is subject to management's approval and workload requirements.  Credit hours are earned at the employee's basic rate of pay, similar to annual and sick leave. Credit hours may not be used by an employee to increase his/her entitlement to overtime pay. 

9. For full-time employees, a maximum amount of 24 credit hours may be carried forward from pay period to pay period.  For part-time employees, the carryover amount equals one-fourth of the biweekly work requirement.  For example, a part-time employee who works 64 hours per pay period may carry up to 16 credit hours from one pay period to another.  In no instances can employees carry forward any more than the statutory limit, even under extenuating circumstances.  Employees are accountable for keeping track of their credit hour balances from day to day, week to week, and pay period to pay period.  If an employee erroneously carries forward credit hours in excess of the allowable amount and the hours are forfeited, they may not be restored or paid to the employee.

10. Credit hours may be used in lieu of annual or sick leave so that employees may be absent from work during the hours of their approved work schedules.  

11.  A full-time employee will be paid for a maximum of 24 credit hours when he/she separates, retires from the Federal service, or is no longer subject to a flexible work schedule subject to credit hours.  Part-time employees may also be paid for credit hours, however; the number of credit hours paid may not exceed one-quarter of the biweekly work requirement.  An employee may not be compensated for credit hours earned in excess of the maximum limit under any circumstances.  Credit hours are paid at the employee's current rate of base pay. 

12. If an employee separates by transfer from FSIS to another agency and will continue on a flexible work schedule that allows for credit hours, the employee may retain the credit hours.  If an employee separates by transfer to another agency that does not permit a FWS with credit hours, the employee is paid for the credit hours.  

D.  Sign In Requirements.
1. Since Maxiflex permits the variation in work hours during the flexible hours, the daily time of employees must be monitored more closely than other more traditional schedules to ensure that the biweekly work requirement is satisfied.  Employees on a Maxiflex schedule are required to record their work time each workday on the Maxiflex Time Sheet maintained in the office (refer to Attachment 1).  Employees must record the time in and time out at the beginning and at the end of each workday and must initial the Time Sheet each day.  Employees who extend their lunch period beyond 30 minutes (e.g., Flexible Midday Band) must also record the time in and time out at lunch.  The number of credit hours earned and/or used each workday must also be recorded daily.
2. Employees are responsible for tracking credit hours on the daily Maxiflex Timesheet and SF-71s to ensure that the maximum earning limitation for credit hours is not exceeded.  This is not the responsibility of the reviewer or supervisor.  Employees must also verify that correct balances have been annotated on their time and attendance (T&A) reports each pay period.  Supervisors are responsible for certifying the Maxiflex Timesheet for payroll purposes and for ensuring that daily time accounting requirements are met. They are also responsible for the final review and authorization of any work schedule selected under Maxiflex, all SF-71s, and T&As.

E.  Modification, Suspension or Termination of Maxiflex.
1. As with any work schedule made available to employees, supervisors must monitor employees' participation in Maxiflex to ensure that the schedule is being utilized properly and that office coverage and work requirements are being met.  If a supervisor suspects abuse of the Maxiflex schedule, for example an employee is not complying with established policies or if he/she determines that the Maxiflex schedule is not allowing the work requirements of the office to be met, the supervisor may follow the procedures for modifying, suspending or terminating the schedule outlined in FSIS Directive 4610.5, Revision 1, Part TWO, Section VIII.  

2. The Maxiflex schedule may be modified, suspended or terminated for: (1) the entire Division; (2) a branch, section, or group of employees; or (3) individual employees.

Maxiflex Examples

EXAMPLE 1:  The following provides an example of an employee varying the arrival/departure times, the hours worked per day, and earning credit hours.  This is only one example.  Many other variations exist.

Week 1
Sun           Mon          Tues            Wed               Thurs               Fri             Sat
Arrival

----
    8:00
          9:00             6:00               8:00              8:00              ---

Departure
----
    4:30           5:30            5:30               3:30              2:30              ---

Hours    
----
       8                8                 11                     7                    6              ---
Worked
Credit Hrs
----
      0
              0                  0                   0                    0               ---

Earned
Week 2
Sun          Mon         Tues           Wed                   Thurs               Fri            Sat
Arrival

9:00
    ----         7:00            7:00                   7:00                6:00            ---

Departure       11:00
    ----         5:30            5:30                   5:30                4:30            ---

Hours

  0  
    ----           10                 10                      10                    10            ---

Worked
Credit Hrs
  2
    ---- 
         0                  0                        0                     0              ---

Earned
Pay Period Summary 

Week 1

Week 2

Total

Regular Time


    40


    40


  80

Credit Hours Earned

      0


      2


    2

EXAMPLE 2:  The following provides an example of an employee working a schedule that resembles the 5-4/9 but arrival and departure times vary, and credit hours are earned.  

Week 1
Sun            Mon             Tues           Wed          Thurs             Fri            Sat 

Arrival

----
     8:00            8:30                ---             6:00           8:00
        ---

Departure
----
     5:30            6:00                ---             3:30           5:30          ---

Hours    
----
      9                  9                     0               9                9              ---

Worked
Credit Hrs
----
      0
              0                     0                0               0              ---

Earned
Week 2
Sun           Mon            Tues            Wed            Thurs            Fri           Sat

Arrival

----
     7:00            6:00            7:00             7:00            7:00
        ---

Departure       ----
     3:30            4:30            4:30             4:30            4:30          ---

Hours

  0  
        8                10                9                  9                 9             ---

Worked
Credit Hrs
  0
        0 
               1                  0                  0                 0            ---

Earned
Pay Period Summary 

Week 1

Week 2

Total

Regular Time


    36


    44


  80

Credit Hours Earned

      0


      1


    1
EXAMPLE 3:  Under Maxiflex, full-time employees earn 8 hours of regular pay on holidays.  These 8 hours become part of the basic work requirement for that pay period.  This is not holiday premium pay.  Part-time employees are paid for the average, typical or scheduled number of hours of work for that day.  

Week 1
Sun            Mon            Tues            Wed            Thurs            Fri            Sat
Full-time -  
----
       8H*             10                10                 10               0              ---
Hours Worked

Part-time - ----
       6H               6                  6                   6               0               ---

Hours Worked
*Full-time employee needs 2 more hours of work (or leave or credit hours) to account for any hours less than 80 per pay period.
Week 2
Sun            Mon            Tues            Wed             Thurs            Fri           Sat

Full-time -  
----
       10                10                10                  10                0            ---
Hours Worked

Part-time - 
----
       6
              6                   6                    6                0             ---

Hours Worked
Pay Period Summary (Full-time)


 

Week 1

Week 2

Total

Regular Time


    30


    40


  70

Holiday


      8


      0


    8

Credit Hours Used

      2


      0


    2
(carried over from previous pay period)

Pay Period Summary (Part-time 24 hrs per week)




Week 1

Week 2

Total

Regular Time


    18


    24


  42

Holiday


     6


      0 


    0

IMPACT OF MAXIFLEX ON OTHER ENTITLEMENTS.
1.
Overtime

For all employees on maxiflex schedules, even those covered by the Fair Labor Standards Act (FLSA), overtime hours are any hours in excess of basic hours that meet all three of the following criteria: (1) they are ordered and approved in advance by the supervisor and concurred with by the Division Director; (2) they are in excess of basic hours; AND (3) they are in excess of 8 hours in a day or 40 hours in a week.  Depending on the employee's grade and step, overtime hours that are officially ordered, approved, and worked by the employee are compensated by either monetary payment or compensatory time off.  Any hours of work performed beyond the daily work requirement which are voluntary and have not been expressly ordered and approved are considered credit hours rather than overtime hours.  This applies to all employees.  The "suffered and permitted" provision of the FLSA which normally allows FLSA–nonexempt employees to be paid for overtime work, which is "suffered and permitted" by the supervisor even if it is not officially ordered in advance, is suspended for employees on flexible work schedules including Maxiflex.

2.
Night Differential

Normally, employees on Maxiflex will be required to complete their approved work schedule (and earning any credit hours) by 11:00 p.m., except in very unusual circumstances (i.e., specific work-related needs).  Any hours worked beyond 11 p.m. must be authorized by the supervisor and will always be considered credit hours.  Since the OPAEO Maxiflex program allows for 12 daytime hours each workday between 6am and 6pm for employees to complete at least an 8-hour workday, they are not entitled to night differential simply because they elect to work during the times (i.e., 6pm to 5:59am) for which night differential is normally paid.   

3.
Sunday Differential

Employees on Maxiflex are ineligible for Sunday differential because they may not schedule any non-overtime work on Sunday towards meeting the 80-hour basic work requirement.  With advance supervisory approval, employees may earn credit hours for work performed on Sunday.   

4.
Holiday Pay (No Work is Performed)

Full–time employees on Maxiflex who are relieved or prevented from working on a day designated as a Federal holiday (or an in lieu day designated as a holiday) by Federal Statute or Executive Order, are entitled to 8 hours of their rate of basic pay for that day.  For example, if an employee is scheduled to work Monday through Thursday, 9 hours each, and Friday 4 hours, and the holiday falls on Friday, the employee must change his/her schedule to reflect 8 hours of holiday leave on Friday.


Part–time employees on Maxiflex whose work schedule fall on a holiday and who are relieved or prevented from working are entitled to their rate of basic pay for the typical, average, or scheduled number of hours of work for that day, not to exceed 8 hours.  Part-time employees are not entitled to in lieu of holidays.  For example, if a holiday falls on a Friday, and the part time employee usually or ordinarily does not work on Friday, he/she is not entitled to holiday leave for that day.

5.
Holiday Pay for Work Performed

Employees may not elect or volunteer to earn credit hours on a day designated as an official Federal holiday.  Full–time employees required to work on a holiday by their supervisor who perform non–overtime work (i.e., during their regular working hours) on a holiday are entitled to their rate of basic pay plus premium pay equal to their rate of basic pay for holiday work up to 8 hours.  If an employee performs work beyond his/her working hours on a holiday, he/she may be entitled to overtime pay.  


Part–time employees are entitled to holiday premium pay only for work performed during their basic work requirement on a holiday.  Holiday premium pay may not exceed 8 hours.

6.
Holiday Observance

Each time a Federal holiday is anticipated, employees on Maxiflex must schedule holiday leave (i.e., excused absence without charge to paid leave) as part of their approved work schedules.  The 8 hours of holiday leave is counted as part of the 80-hour basic work requirement for the particular pay period.  Part-time employees who regularly work on a day designated as a holiday and who are prevented from working because of holiday observance may be granted an amount of holiday leave equal to the number of hours that they would have worked on that day, not to exceed 8 hours.  As with full-time employees, the amount of excused absence granted to a part-time employee for holiday observance counts towards the employee's basic biweekly work requirement.  When a Federal holiday occurs, the workday designated for holiday observance is non-discretionary, fixed by the statute and regulation, and depends on the employee's approved work schedule in effect for the pay period.  The day for holiday observance may not be changed.


•    When a holiday falls on a scheduled workday, the employee observes the holiday on the same day.  For example, if an employee typically works Monday through Friday and a holiday falls on Wednesday, the holiday is observed on Wednesday.


•    When a holiday falls on a nonscheduled workday other than Sunday, the holiday is observed by the employee on his/her preceding workday.  For example, if an employee works Monday through Friday and a holiday falls on Saturday, the holiday is observed on the immediately preceding workday which in this case would be Friday.


•    When a holiday falls on a Sunday nonscheduled workday, the holiday is observed on the employee's subsequent workday.  Following the examples above, if the holiday falls on Sunday and the employee normally works Monday through Friday, the holiday is observed on Monday.

7.
Leave

Absence during the employee's basic work requirement must be charged to the appropriate leave category, credit hours, compensatory time off, religious compensatory time off, time off award, or excused absence, if warranted.  The maximum amount of annual or sick leave that an employee on Maxiflex may apply to his/her basic work requirement for any given day is the number of hours that the employee was scheduled to work that day.  For example, if an employee is scheduled to work 8 hours on Tuesday, based on his/her approved work schedule for that pay period, and he/she calls in sick, the employee is charged 8 hours of sick leave unless he/she makes arrangements to make up the time on another day or chooses to use credit hours instead of the sick leave.  


If, on the other hand, an employee was scheduled to work 6 hours of regular time and was planning to earn 2 credit hours, but leaves work early due to illness, the employee is charged 6 hours of sick leave and no credit hours are earned or charged since the employee was only scheduled to work 6 hours.  Since employees on Maxiflex have the flexibility of earning and using credit hours, in this scenario, the employee could have used credit hours for the sick leave absence rather than take sick leave if he/she wanted to.  Another option for 
the employee, if approved by the supervisor, is to make up the missed time off work due to sickness by working additional hours later in the pay period.  If the employee makes up the 6 hours of lost time later, he/she need not be charged sick leave.  Bottom line, the employee is accountable for 80 hours of basic work time by the end of the pay period.

8.
Tardiness


Excused absence for tardiness may be granted to employees on Maxiflex under the same circumstances as excused absence granted to employees covered by other work schedules.  Supervisors have the discretion to excuse employees up to one hour (but using 15-minute increments) for any reason, including tardiness.  Since Maxiflex allows employees to adjust their starting and stopping times during the flexible hours, employees can make up missed time and can use credit hours so frequent tardiness should rarely occur.  The only time when a Maxiflex employee would be considered late for work is if he/she arrives any later than 10:00 am on Wednesday, which is the core time.  In that case, there are three options.  The employee can be excused by the supervisor, charged annual leave, or charged credit hours.  If frequent tardiness occurs, it should result in the supervisor’s review of the employee’s work schedule and appropriate adjustment to the work schedule should be made.  The determination of whether or not to grant excused absence should be based on the employee's approved work schedule (e.g., 8:00 am - 4:30 p.m.) in effect for the particular workday or workweek when the tardiness occurs.
For more information and specific examples of granting excused absence for tardiness refer to FSIS 

Directive 4630.2, Revision 2, Amendment 2, Part THREE, page 18.

9.
Excused Absence for Hazardous Weather

For employees on a maxiflex schedule, a grant of excused absence during periods of hazardous weather should be based on the employee's established work requirement in effect for the period covered by excused absence.  In addition, the decision to grant of excused absence should be made on a case-by-case basis with consideration given to the distance of the employee's residence from work, mode of transportation, and commuting experience of other employees in similar situations. 


When office closure occurs before the start of the workday, employees on maxiflex may be granted excused absence for the number of hours of base time that they were scheduled to work that day.  They may retain any credit hours scheduled to be taken that day for future use unless retaining the hours would exceed the maximum biweekly limitation on accrued credit hours.  If the credit hours are in excess of the limitation then they would be lost.

When unscheduled leave (i.e., liberal leave) is announced, 


When adjusted home departure (i.e., delayed arrival) occurs,  


If adjusted work dismissal (i.e., employees are released early from work) occurs during the workday, whether or not an employee on maxiflex receives excused absence depends on whether: (1) he/she is actually present at work that day; and (2) he/she leaves work before or after the official time set for departure.  For example:  


•   If an employee is not present at work on a day when adjusted work dismissal


occurs, and he is on scheduled leave or credit hours or both, he/she continues to be charged for the credit hours or paid leave scheduled for that day.  This is because this particular employee was not prevented from working due to the early dismissal.


•   If an employee is present at work when adjusted work dismissal occurs but he/she leaves work before the departure time is set, the employee may not retain scheduled credit hours for future use.  Instead, the employee is charged for the credit hours to complete the basic work requirement for that day.  Some exceptions to this policy may be granted by supervisors in hardship cases.  Refer to FSIS Notice 32-96, Charging Leave During Hazardous Weather.

•   If an employee leaves work at the announced departure time or after, and he/she has not used credit hours or leave scheduled after the departure time, he/she may retain the credit hours or leave for future use. If adjusted dismissal occurs during or after the time when credit hours have already been used, the employee continues to be charged for the credit hours even though he/she left work at the departure time.  

10.
Travel
To the extent possible, all foreign and domestic travel should be planned and scheduled during the employee's approved work schedule.  Management may require an employee to follow a traditional fixed schedule (e.g., 8–hour workday) during a pay period when he/she travels.  When an FLSA–exempt or nonexempt employee (i.e., an employee either covered or not covered by the Fair Labor Standards Act) on Maxiflex is in a travel status during the hours of the approved work schedule, that time is considered to be "hours of work" and is payable as basic time.  Alternatively, travel outside of the employee's approved work schedule is not compensable in most cases, depending on whether very strict criteria are met. This is why it is important for employees and supervisors to agree to the employee's assigned work schedule and plan travel during the work schedule, to the extent possible, prior to the pay period when travel will occur. 


If an employee remains on the Maxiflex schedule while on travel, credit hours CANNOT be earned for time in a travel status.  OPM has ruled that since travel in connection with official Government business is not “voluntary” (which is the basis of credit hours), then credit hours are not appropriate.  Although credit hours cannot be earned for time spent in a travel status outside the approved work schedule, the regulations do not preclude travel time from being built into the approved work schedule (i.e., 80-hour basic work requirement) so long as it falls within the tour of duty window.  Normally, under Maxiflex, the tour of duty window is 6am to 11pm Monday through Saturday.  However, during pay periods when travel occurs, the tour of duty window for OPAEO employees is limited to 6:00am to 6:00pm.  
During this timeframe, employees may schedule up to an 11 and ½ hour workday.  It is within the timeframe that all work and travel must be scheduled and performed to be counted as basic or regular hours.  Travel that must be scheduled and that occurs outside of this timeframe may not be counted towards the 80-hour basic work requirement.  Hours of travel that fall outside of the tour of duty window are only compensable as travel overtime if they meet the restrictions of the current pay laws.  For FLSA-exempt (i.e., employees not covered by FSLA), time spent in a travel status outside of regularly scheduled work hours and away from the official duty station is determined by 5 Code of Federal Regulations (CFR) 550.112 (g).  For FLSA-nonexempt employees (those covered by FLSA), the determination is made in accordance with 5 CRF 550.112 (g) or 5 United States Code 5544 and 5 CFR 551.422.  For more information, refer to FSIS Directives 4550.1 Travel Pay Entitlements Under Title 5, and 4551.1, Provisions of the Fair Labor Standards Act.  

Example:

John is a full-time, GS-13, Labeling Specialist.  He is on Maxiflex and for the upcoming pay period, he will be on travel.  His tour of duty window is limited to Monday through Saturday, 6am to 6pm, and he is limited to an 11½ workday.  On the first Monday of the pay period, John works in the office before he catches his flight for Houston at 2pm. John plans his work schedule for the pay period by building some of the travel time into his 80-hour basic work requirement.  He can build in whatever travel time falls between the hours of 6am and 6pm on his Monday travel day.  John schedules a 10-hour day for Monday, 7:30 am to 6pm (including a 30-minute lunch) which is approved by his supervisor.  He will come into the office at 7:30am work until he has to catch his flight at 2pm, and count the office work and travel time up to 6pm towards satisfying his basic 80-hour work requirement.  Due to layovers and delays, John does not arrive in Houston at 8:30pm.  The time between 6 and 8:30pm cannot be counted as “hours of work” towards the basic work requirement since they fall outside of the tour of duty window.  Also, these hours cannot be counted as credit time since they are hours spent traveling not performing actual duties and become credit hours are voluntary while travel is required. The only possible mode of compensation applicable for these hours would be travel overtime; however, they would need to meet the regulatory requirements for an FLSA-exempt (i.e., Title 5) employee.  Most likely, these hours are not compensable.

11.
Training

As with travel, whenever possible, training should be scheduled during an employee's regularly scheduled tour of duty.  In addition, management can require an employee to change to a traditional 8–hour schedule to accommodate the training.


If training occurs during an FLSA–exempt or nonexempt employee's regularly scheduled tour of duty, the hours are considered regular hours of work.  For an FLSA–exempt employee, if the training occurs outside of the regularly scheduled tour of duty, the hours will most likely not be compensable.  


See FSIS Directive 4550.4, Premium Pay Under Title 5, Page 7, Section One, II, B.  For an FLSA–nonexempt employee, training that occurs outside of the regularly scheduled tour of duty is compensable under certain conditions.  See FSIS Directive 4551.1, FLSA.

12.
Temporary Duty Assignments

If an employee on a maxiflex schedule is assigned to a temporary duty station, he/she is not required to change his/her work schedule so long as the temporary duty station can accommodate the schedule.  If the temporary duty station does not allow for a maxiflex schedule or does not have the type of work that permits varying work hours, the employee may remain on the tour unless it interferes with work operations or the employee cannot satisfy the biweekly work requirement.  If the maxiflex schedule interferes, the employee should assume the schedule of the temporary duty station.

Questions about AWS?  Consult FSIS Directive 4610-5, Alternative Work Schedules for all AWS except Maxiflex, the Classification and Compensation Branch at (202) 720-6287, Tracy Legall at (202) 690-4041or Fatima Weaver (202) 720-9602.
References:

1. FSIS Directive 4610.5., Alternative Work Schedules

2. FSIS Directive 4610.2., Tours of Duty

3. FSIS Directive 4630.2., Leave

4. FSIS Directive 4610.7., Flexiplace

5. FSIS Annual Notice “Charging Leave During Hazardous Weather”
Core Hour Addendum:

In addition to the Office of Public Affairs, Education and Outreach’s core hour of Wednesday from 10:00 am to 12:00 pm, if you are an employee of one of the following staffs, you have an additional core hour requirement.


Congressional and Public Affairs Office
Wednesday  3:00 pm – 4:30 pm


Executive Correspondence, Issues and Management Staff
Thursday  2:00 pm – 3:00 pm


Food Safety Education Staff
Thursday  8:30 am – 10:00 am


Strategic Initiatives, Partnerships and Outreach Staff
Wednesday  1:00 pm – 3:00 pm

NAME:
_________________________________
PAY PERIOD:________

Attachment 1
Proposed Work Schedule

  Fill-in proposed schedule below.  

	Week 1
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Week 2
	Sun
	Mon
	Tues
	Wed
	Thu
	Fri
	Sat

	Date
	
	
	
	
	
	
	
	Date
	
	
	
	
	
	
	

	Start time
	
	
	
	
	
	
	
	Start time
	
	
	
	
	
	
	

	End Time
	
	
	
	
	
	
	
	End Time
	
	
	
	
	
	
	

	Total Hrs.
	
	
	
	
	
	
	
	Total Hrs.
	
	
	
	
	
	
	


Employee  Signature/Date:  ____________________________________________________  Supervisor Signature/Date_____________________________________________________

Actual Work Schedule

Instructions: Fill in the time-in/out for arrival and departure and for lunches exceeding the standard 30 minutes. Employees must initial each day’s entry.

	Week 1
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Week 2
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	Time In
	
	
	
	
	
	
	
	Time In
	
	
	
	
	
	
	

	Time Out (midday)
	
	
	
	
	
	
	
	Time Out (midday)
	
	
	
	
	
	
	

	Time In (midday)
	
	
	
	
	
	
	
	Time In (midday) 
	
	
	
	
	
	
	

	Time Out
	
	
	
	
	
	
	
	Time Out
	
	
	
	
	
	
	

	Total Hrs Worked
	
	
	
	
	
	
	
	Total Hrs Worked
	
	
	
	
	
	
	


Pay Period Summary

	Week 1
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Week 2
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	Regular Time (01)
	
	
	
	
	
	
	
	Regular Time (01)
	
	
	
	
	
	
	

	Annual Leave (61)
	
	
	
	
	
	
	
	Annual Leave (61)
	
	
	
	
	
	
	

	Sick Leave (62)
	
	
	
	
	
	
	
	Sick Leave (62)
	
	
	
	
	
	
	

	Credit Hours Earned (29)
	
	
	
	
	
	
	
	Credit Hours Earned (29)
	
	
	
	
	
	
	

	Credit Hours Used (50)
	
	
	
	
	
	
	
	Credit Hours Used (50)
	
	
	
	
	
	
	

	Other Time (66)
	
	
	
	
	
	
	
	Other Time (66)
	
	
	
	
	
	
	

	Time-Off Award (61-66)
	
	
	
	
	
	
	
	Time-Off Award (61-66)
	
	
	
	
	
	
	

	Family Sick Leave (62-62)
	
	
	
	
	
	
	
	Family Sick Leave (62-62)
	
	
	
	
	
	
	

	Comp Time Earned (32)
	
	
	
	
	
	
	
	Comp Time Earned (32)
	
	
	
	
	
	
	

	Comp Time Used (64)
	
	
	
	
	
	
	
	Comp Time Used (64)
	
	
	
	
	
	
	

	Rel Comp Time Earned (77-32)
	
	
	
	
	
	
	
	Rel Comp Time Earned (77-32)
	
	
	
	
	
	
	

	Rel Comp Time Used (60)
	
	
	
	
	
	
	
	Rel Comp Time Used (60)
	
	
	
	
	
	
	

	LWOP (71)


	
	
	
	
	
	
	
	LWOP (71)
	
	
	
	
	
	
	

	AWOL (72)


	
	
	
	
	
	
	
	AWOL (72)
	
	
	
	
	
	
	

	Total Daily Hours


	
	
	
	
	
	
	
	Total Daily Hours
	
	
	
	
	
	
	

	Initials
	
	
	
	
	
	
	
	Initials
	
	
	
	
	
	
	


Bi-Weekly Total: _______________

Form AD-4610.2, Application for Change In Tour of Duty
Attachment 2
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Maxiflex Agreement

Attachment 3
Prior to being authorized to use the Maxiflex schedule, all employees seeking such approval must read, sign, and date this document acknowledging that they understand and agree to follow the procedures for using Maxiflex.  This document will be maintained by each branch or section supervisor and remains in effect throughout the time period that Maxiflex is used.  Supervisors have the option of maintaining this document with employees’ time and attendance records or other location. 

As a precondition for approval, I (the Employee) agree that:


·  I have read and understand the document titled The OPAEO Maxiflex Work Schedule – Pilot Program dated January 2004. 


·  I understand that permission to work the authorized Maxiflex schedule is a PRIVILEGE, not a right. 


·  I must sign in and out at the EXACT TIME I arrive at and leave my work station, i.e., each morning and evening and when taking an extended lunch.  I will also document the exact times for credit hours and leave purposes, and I understand that I may only use the Flexible Schedule Timesheet for these purposes and to request approval of a work schedule for each pay period.   


·  I agree that failure to accurately and honestly document these times will result in

the suspension of my maxiflex schedule privileges, with additional actions taken if appropriate.


·  I understand that management will at times be verifying the accuracy of the Flexible Schedule Time Sheets via a variety of methods, including periodic monitoring and spot-checking.  I also understand that, if I choose to work on the Maxiflex schedule, the accuracy of the Flexible Time Sheets will be verified and initialed by me at the end of each biweekly pay period.  I also understand that my supervisor will initial my Maxiflex Timesheet each pay period for payroll purposes as well as to authorize my work schedule.


·  I understand that falsifying time and attendance records by signing in or out for another employee or modifying another employee's Time sheet or time and attendance record will result in severe consequences up to and including termination of employment. 


·  I understand that management has the authority and responsibility to modify, suspend, terminate, or deny Maxiflex schedules for individuals or groups of employees in order to meet the workload requirements, assure office coverage, assure employee safety, customer service, etc. 


·  I agree to follow the procedures and requirements outlined above to the best of my ability. 

________________________________________________________
___________________
Employee's Signature
Date
________________________________________________________

___________________

Supervisor's Signature                                                                               


Date

MAXIFLEX QUESTIONS & ANSWERS


Attachment 4

Q1:  Are there any specific hours during which offices must be staffed?  

Answer:  Yes.  FSIS’ official business hours are 8 am to 4:30 p.m., (EST.) Monday through Friday. Adequate office coverage must be provided during these times.

Q2:  What is the difference between the tour of duty and the basic work requirement?

Answer:  The basic work requirement is the number of hours an employee is required to work during the pay period, week, or day. The tour of duty comprises is a window of time comprising the hours when employees may work to fulfill the basic work requirement. 

Q3:  What are credit hours?

Answer:  Under a Maxiflex schedule, credit hours are hours an employee elects to work, with       supervisory approval, in excess of his/her basic work requirement.  Extra hours earned may be     used to take time off from work either within the same pay period or in a subsequent pay period. 

Q4:  Do employees need supervisory approval to earn credit hours?

Answer:  Yes and no.  Any credit hours earned up to the 1-hour daily limit are not subject to advanced supervisory approval.  Any credit hours earned on weekends or beyond the 1-hour daily limit must be approved in advance by the supervisor.

Q5:  When can an employee earn credit hours?

Answer:  Credit hours can be earned during the flexible time bands.  Also, credit hours are only earned after an employee meets his or her basic work requirement.  If an employee has an 80-hour basic work requirement, credit hours may not be earned until the 80-hour basic requirement has been met.

Q6:  Can a part time employee earn credit hours?  

Answer:  Yes, part-time employees are eligible to earn credit time in the same manner as full time employees once the basic work requirement is satisfied.

Q7:  What is the difference between credit time and overtime?

Answer:  Credit time is worked at the OPTION of the EMPLOYEE whereas overtime is ORDERED BY MANAGEMENT that are “over 8 hours in a day” or “over 40 hours in a week.”

Q8:  How is credit time recorded?

Answer:  Credit hours are recorded on the daily time sheet in 15-minute increments.  Credit time increments of less than 15 minutes at the end of the pay period is forfeited.  Credit hours earned are recorded with transaction code 29 on the time and attendance (T&A) report.  Credit hours used are recorded as TC 50 on the T&A.

Q9:  If an employee is scheduled to work 4 hours on Monday and the supervisor orders the employee to work an additional 4 hours, would the employee earn overtime?

Answer:  No.  Even though the employee was ordered by management to work beyond the number of hours he/she planned to work, the total number of hours worked that day did not exceed 8.  Overtime hours are all hours of work in excess of 8 in a day or 40 in a week, which are officially ordered in advance by management.

Q10:  In the above situation, if a manager ordered the employee to work an additional 6 hours, would the employee earn overtime?

Answer:  Yes, because the employee worked in excess of 8 hours, and those hours were ordered in advance by management.  The employee would be paid 2 hours of overtime.   

Q11:  If an employee is scheduled to work Monday through Thursday 10 hours each day and the Government closes down on Friday due to inclement weather is the employee entitled to excused absence on Friday?

Answer:  No.  The employee is not entitled to excused absence on Friday because he/she was off work and was not prevented from working as a result of the inclement weather.

Q12:  If an employee is scheduled for 10 hours of annual leave on Thursday and the Government closes on Thursday, does the employee receive excused absence for that day?
Answer:  Yes.  The employee does not need to use annual leave on a day when the Government is officially closed and excused absence is granted.  In this situation, the employee is excused for 10 hours.

Q13:  If a part time employee typically works 4 hours on Monday, and a holiday falls on Monday, is the employee entitled to 8 hours of excused absence?

Answer:  No.  A part time employee is only entitled to pay on a holiday for the typical, average, or scheduled number of hours of work for the holiday.  In this case, the employee would receive pay for 4 hours on the holiday. 

Q14: If a full-time employee on a maxiflex schedule typically works Monday - Thursday, 10 hours a day, and a Holiday falls on a Monday, would the employee receive 10 hours of pay for the holiday?

Answer: No, by law a full-time employee under the maxifiex work schedule who is relieved or prevented from working on a day designated-as a holiday is entitled to pay on the day for not more than 8 hours. Therefore, in this situation, the employee would need to work an extra 2 hours sometime during the pay period, or take 2 hours of leave in order to fulfill his/her basic work requirement.

Q15: If a holiday falls on a Sunday, what day is the holiday observed?

Answer:  For a full time employee, the observance would be on Monday.  If Monday is also a non-workday for the employee, then Tuesday would be the day on which the holiday is observed. Part-time employees are not entitled to - “in lieu of days. -

Q16: Why do part-time employees who typically work on a day which full time employees observe as a holiday receive excused absence for that day? For example, if Christmas falls on a Sunday and Monday is the day full-time employees will observe the holiday, why do part-time employees who typically work on Monday receive excused absence?
Answer: Because the law only grants holiday observance to full-time employees. FSIS policy is to grant excused absence to all part-time employees for the hours they normally would have worked had the holiday not been observed.

Office of Public Affairs, Education and Outreach

Attachment 5
Instructions for Completing the Time and Attendance Report using Alternative 
Work Schedules and Fractional Leave Charges

TIMEKEEPING:

1.
Employee:

Each employee will fill out a proposed work schedule on the timesheet, before the pay period begins, indicating their projected biweekly schedule for the supervisors’ approval.

During the pay period the actual work schedule section of the timesheet will be filled out on a daily basis to reflect the actual schedule worked by the employee.


Each employee will be responsible for filling out their own timesheet and Time and Attendance Report (T&A), and handing the completed T&A, with all approved leave slips attached.  

Full time employees can only charge 8 hrs. for a holiday. Part time employees can only charge the number of hours that they would have actually worked that day had it not been a holiday.

The employee MUST accurately initial, in the CERTIFICATION BLOCK on the Time and Attendance Report, before submitting to the reviewer.

It will be a requirement to keep your Outlook calendar updated of your current work schedule.  This will help coworkers know your availability for meetings.

2.
Reviewer:

Responsible for reviewing the T&A to insure it is fully completed and properly coded for overall accuracy, and signing as the timekeeper.

Obtain from the supervisor the signed T&As and submit to Financial Processing Center (FPC) by cob on Monday.

The reviewer will retain a file copy of the T&A, timesheet, and leave slips.  

3.
Supervisor:

Responsible for approving/disapproving employees’ proposed work schedules before the beginning of each pay period.

Responsible for approving/disapproving the actual work schedule on the timesheet and will certify and sign each T&A before submission to the FPC.

T&A inaccuracies will be discussed with the employee. Corrections will be submitted by the employee to the supervisor and timekeeper.

Instructions:
Complete each section of the T&A from left to right following the detailed instructions below for each individual section.  Use a blue or black ink pen only, no pencil please.
Top Section of the T&A

· Name; last name, first name

· Pay Period (PP)

· Timekeeper – 92 (TK)

· GS, WG, Other; code with 1

· FT, PT, INT; code with 1

· Social Security Number

· Established Workweek and Hours (if on Maxiflex, simply write in the word “maxiflex”, if on another schedule with fixed hours, write them in)

· Year – last two digits of the calendar year (e.g., the year 2000 is coded as “00”).

· Alternate Work Schedule

· Code 8 = Maxiflex schedule

· Code 9 = the traditional, 5 8-hr. day schedule

· Code 5 = 5-4/9 compressed work schedule

· Code 7 = 4/10-hr. compressed work schedule

· Time in Pay Status – show dates of pay period in the “From” and “To” blocks

Section 1 “Time in Pay Status” 

Section 1 is the most important section of the T&A when it comes to coding fractional leave charges.  It requires the timekeeper to enter the number of hours worked and any leave taken on each workday of the biweekly pay period.  In order to accurately enter the number of hours of work and leave fractionally, the following fractions must be used:

· For 45 minutes of work or leave taken - enter 3/4

(Note: if the decimal .75 is entered instead of the fraction, the software program will automatically convert the decimal to the fraction amount of 3/4 hours of leave)

· For 30 minutes of work or leave taken - enter 1/2  

· For 15 minutes of work or leave taken - enter 1/4  

It is very important that this first section be filled out correctly because the data for the remaining sections of the T&A is automatically filled in by the software program based on the information entered in Section 1.

Example:  On Monday (Week 1) John Doe worked 7 hours and 30 minutes of regular time and used 30 minutes of sick leave.  On Tuesday (Week 2) John worked 6 hours and 45 minutes of regular time and used 15 minutes of annual leave.  On Wednesday (Week 2) John worked 8 hours of regular time and used 1 hour of sick leave.  The first section of the T&A should look as follows:

	Time In Pay Status

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	7 1/2
	9
	9
	10
	10
	
	
	
	6 3/4
	8
	9
	9
	

	
	1/2
	
	
	
	
	
	
	
	
	1
	
	
	

	
	
	
	
	
	
	
	
	
	1/4
	
	
	
	


Section 2 “Transaction, Week 1, and Week 2” 

Section 2 is automatically tallied based on data from the first section.  For example, if 1/2 was entered in the first section, then you should see a 2 in the fractional column.  The timekeeper should double-check the transaction code number (with prefix or suffix, as necessary) and the number of hours worked and leave used each week for each transaction code.  

· Transaction Code (The codes are located at the bottom of the Flexible Work Schedule Time Sheet):

· 01 = Regular hours worked

· 61 = Annual leave

· 62 = Sick leave

· 50 = Credit hours

· 29 = Credit earned

· 66 = Administrative (Holiday)

· 32 = Regular compensatory time earned

· 71 = LWOP

· 72 = AWOL

· Under Week 1, column 4 reflects the hours worked and leave used in whole numbers and column 5 reflects any fractions.

· Under Week 2, column 6 reflects whole numbers and column 7 reflects fractions.

· Fractions are used for regular time worked, leave used, comp time used only, and credit hours used only.

Unlike the first section of the T&A, the fractional hours in the second section are driven by specific National Finance Center (NFC) database codes.  These codes are used by the T&A software to accurately calculate a correct ending total at the bottom of Section 2.  The codes that must be reflected for fractional hours in this section are as follows: 

· 45 minutes =  3

· 30 minutes =  2

· 15 minutes =  1  

Additionally, under the section “Total Time With Pay,” time in a pay status or non-pay status (e.g., LWOP) must equal 80 hours for a full-time employee.  For a part-time employee, the total number of hours will be the number of hours the employee is scheduled to work for the pay period.

Example:  John worked 45 hours and 30 minutes during Week 1and 32 hours and 45 minutes during Week 2.  During Week 1, he also took 30 minutes of sick leave and during Week 2 he took 1 hour of sick leave and 15 minutes of annual leave.  Section 2 of John’s T&A should look as follows:

	TRANSACTION


	WEEK 1
	WEEK 2

	(1)

Prefix
	(2)

Code
	(3)

Shift Suffix
	(4)

Hours
	(5)

Fraction
	(6)

Hours
	(7)

Fraction

	
	1
	
	45
	2
	32
	3

	
	62
	
	
	2
	1
	

	
	61
	
	
	
	
	1

	
	
	
	
	
	
	

	Total Transaction
	Total Time With Pay

	                       124
	
	80.0


Section 3 “(Other Time)”

· Other Time – LWOP, AWOL, Comp time earned only, credit hours earned only are recorded in this section.

	OTHER TIME

	
	1
	¼ 
	1
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


· Total Other Time.  You will need to add up each column vertically and get a daily total.  Fractions (e.g. ¼, ½, ¾ should be used here.) Do not use decimals e.g.,.25). Note: Very Important.  The T&A system will automatically convert the fraction to the nearest whole number (e.g., ¼ will be tallied and rounded down to zero.  Until this is corrected by the FPC, you must manually write in the correct fraction under the daily entries.)

· Other Time – Going across horizontally, the TC block is for the transaction code for comp. Time EARNED, credit hours EARNED, or whatever is earned under Other Time.

OTHER TIME

	TC
	1ST WEEK
	2ND WEEK

	29
	1.25
	2.75

	OTHER TIME

	TOTAL OTHER TRANS

29
	TOTAL OTHER 

TIME       4


· – Week 1, Week 2 – add in the total amount of Other Time for each week.  Here the totals should calculate automatically and be added in by the T&A system.  You must ensure that decimals and whole numbers (e.g., week1 2.75 = 2 hours and 45 minutes) are used here and that totals add up correctly.  No fractions here please.

· Total Other – add in total other transaction code by adding up the transaction codes (e.g., 32 for comp. time plus 29 for credit hours = 61.)  Then Total Other Time – which is all other time earned for both weeks.  Use whole numbers and decimals (5.25).

· Remarks – block used for defining:  

· Holiday (i.e. Thanksgiving 1/23/00)

· Donated Leave (i.e. Dr. Smith donated 40 hrs.),

(i.e. Judy received 40 hrs. of donated leave)

· Administrative Leave (i.e. Employee was granted 2 hrs. early dismissal on 11/22/00).

Section 4 “Clock Hours Absent or Premium Pay (Use military time)”

Section 4 is the section where the employee should note (in military time) the exact clock hours of the tour of duty that leave was taken, credit hours was earned, etc. during each day of the pay period.  For example, if John used 30 minutes of sick leave on Monday (Week 1) and 15 minutes of annual leave on Tuesday and 1 hour of sick leave on Wednesday (Week 2), this section should look like this:

	Clock Hours Absent or Premium Pay (Use Military Time)

	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	
	0700
	
	
	
	
	
	
	
	1515
	0700
	
	
	

	
	0730
	
	
	
	
	
	
	
	1530
	0800
	
	
	


Section 5 “Brought FWD, Accrued, Available, Used, and Bal/Date”

Section 5 is also automatically tallied based on information from the first sections of the T&A.  This section shows fractional leave charges as decimals.

· 15 minutes are shown as .25 

· 30 minutes are shown as .50

· 45 minutes are shown as .75

Example:  

	
	Brought FWD
	Accrued
	Available
	Used
	Bal/Date

	Annual

61
	35
	6
	41
	0.25
	40.75

	Sick

62
	90
	4
	94
	1.5
	92.5


Recording Credit Hours

Any credit hours USED, should be reflected in Section 1 of the T&A as transaction code 50.  Any credit hours EARNED, should be reflected in the block entitled "Other Time" as transaction code 29.  Since Section 5 does not currently have a separate entry for "credit hour" balance, any credit hours that are carried over must be annotated in the SUSP (73) field and in the "Remarks" section (e.g., Balance for Credit Hours - 1).  In January 2001, the FPC Excel T&A will be updated to include a field for credit hour carryover.  For full-time employees, a maximum of 24 credit hours can be carried forward from pay period to pay period.  For part-time employees, this amount equals 1/4 of the biweekly work requirement.

· Timekeeper’s initials

· Employee’s initials

· Supervisor’s Signature
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