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1. Purpose

This Circular provides guidelines for use of Alternative Work Schedules for employees of the Bemidji Area Office (BAO). Additionally this Circular establishes the standard work day, core hours of work, and expectations for the use of leave. These guidelines are based on OPM guidelines, Department of Health and Human Services and Indian Health Service policy.  All Alternative Work Schedules (AWS) for BAO are established under the authority of Title 5 U.S. Code, Sections 6122 - 6128.  For further information please refer to the Office of Personnel Management's Handbook for Alternative Work Schedules.
This policy applies to all Bemidji Area federal employees covered by Title 5 USC. Commissioned Officers of the United States Public Health Service are covered by Title 42 USC. Officers that would like to establish a work schedule similar to an AWS described herein may do so with consent of management and their supervisor. 
The Department of Health and Human Services has delegated the authority to develop flexible work schedules to OPDIVS through HHS Transmittal:  96.16. In turn, the OPDIV has delegated the authority to determine work schedules to positions at the Area Offices. Area Directors have been delegated the Authority to approve, modify or terminate flextime schedules and approve, modify or terminate alternative work schedules. 
2. Tour of Duty

The Bemidji Area Office standard operating hours are 8:00 am to 4:30 pm, Monday through Friday.  In the absence of an established Alternative Work Schedule (AWS), these hours are the considered the hours of work (a.k.a the Basic 8).  The core hours of operations are between 9:00 am and 3:00 pm.  All departments are required to have coverage during these hours.  In addition to the Basic 8 tour, the following Alternative Work Schedules (AWS) are authorized for the Bemidji Area Office:

(1) Flexitour

(2) Compressed Work Schedule

(3) Gliding Schedule

(4) Variable Day
(5) Variable Week Schedule
(Definitions, descriptions and further guidance on AWS will be provided in a later section of this document)

3. Requesting Leave

A. A request for leave must be submitted to your supervisor prior to taking leave. A request for leave is submitted through the Integrated Time and Attendance System (ITAS). 
B. Under certain circumstances, an SF-71 will be necessary to request leave. Although ITAS is the official system to request leave, the SF-71 remains the official paper form through which leave may be requested. 
C. When an employee’s absence is due to unforeseen circumstances, a leave request shall be completed by telephone to the employee’s immediate supervisor.  If the supervisor is not available, the request should be made to next level supervisor or designee. Employees should follow the chain of command when requesting leave. If upon due diligence an employee is unable to contact anyone in the chain of command, the employee should leave a message with the supervisor by voicemail, email of other communication. Also, the employee should alert others in their immediate office to let them know of their absence. If unable to complete the leave request before returning to work, a request shall be completed through ITAS upon return to work, but no later then close of business of the day you return to work.  
Unless there is an emergency or the employee is incapacitated and unable to personally make a phone call, the expectation is that there will be communication between the employee and supervisor, supervisor’s designee, chain of command or to others in the workplace.
4. Annual Leave

Annual Leave is requested and approved through ITAS on the Leave Request page.  Optimally Annual Leave should be scheduled at least 24 hours in advance of the time the leave is to be taken. Employees are encouraged to plan leave well in advance of using leave for the efficiency of the service. Each employees request for scheduled leave is subject to evaluation by the supervisor. The supervisor’s evaluation should take into consideration such things as workload, coverage, etc. If the supervisor determines that granting leave would cause a problem, i.e., not meeting deadlines, behind in work, etc., it may be disapproved with an option for rescheduling at another time.
5. Sick Leave

Sick Leave is requested and approved through ITAS on the Leave Request page.  For any absence of more than three days for medical reasons, an employee will provide documentation from a medical provider with a statement addressing the nature, seriousness and duration of the illness. 
Although Sick Leave is fundamentally meant for the employee’s benefit during times of illness or medical care, there are circumstances where it can be used for the benefit of family members. Leave taken under the Family Friendly Leave Act (FFLA) is debited from the employees sick leave balance. Employees may use 104 hours of sick leave per leave year.  FFLA is requested and approved through ITAS by using the “Other Types” radio button in the Leave Request page. 
6. Family Medical Leave

Leave requested under the entitlement of the Family Medical Leave Act (FMLA) can be a combination of paid or unpaid leave not to exceed 12 weeks in any twelve month period beginning on the month the employee first takes leave under the FMLA. Since it is paid or unpaid leave, it can be a combination of Annual, Sick, LWOP, credit hours, comp time, or travel comp time. Leave under the FMLA is requested and approved through ITAS by using the “Other Types” radio button in the Leave Request page. 

7. Compensatory Travel Time (Comp Travel Time)

Compensatory time off for travel is a new form of compensatory time off that may be earned by an employee for time spent in a travel status away from the employee's official duty station when such time is not otherwise compensable.  This provision became effective on January 28, 2005 for an "employee" as defined in 5 U.S.C. 5541(2) who is employed in an "Executive agency" as defined in 5 U.S.C. 105, without regard to whether the employee is exempt from or covered by the overtime pay provisions of the Fair Labor Standards Act of 1938, as amended. The definition includes employees in senior-level (SL) and scientific or professional (ST) positions, but not members of the Senior Executive Service or prevailing rate employees. 

To qualify for this purpose, travel must be officially authorized through use of the Overtime/Comp Time form. An employee receives compensatory time off for travel only for those hours spent in a travel status which includes only the time actually spent traveling between the official duty station and a temporary duty station, or between two temporary duty stations, and the usual waiting time that precedes or interrupts such travel. 

For the purpose of earning compensatory time off for travel, bona fide meal periods are not considered time in a travel status. For example, if an employee spends an uninterrupted 30 minutes eating a meal at an airport restaurant while waiting for a connecting flight, those 30 minutes are not considered time in a travel status. 

Once an employee arrives at the temporary duty station, he or she is no longer considered to be in a travel status. Any time spent at a temporary duty station between arrival and departure is not creditable travel time for the purpose of earning compensatory time off. 

There are other considerations for Travel Comp time not included here. For further guidance, the OPM website includes a thorough discussion of travel comp time. 

The Bemidji Area Office tracks and manages compensatory time off for travel separately from other forms of compensatory time off. When Travel Comp Time is approved and performed, the completed Comp time/Overtime form is reported to the employee’s timekeeper. The timekeeper will record these hours in ITAS.  To request approval for Compensatory Time for Travel the form “Request for Travel Comp Time” must be completed. The traveler must have approval from their supervisor (Signed and dated “request for travel Comp Time” form) prior to travel.  The only exception would be if travel was changed because of an emergency or weather causing delays or rerouting.  In the case of an emergency or weather related incident, the employee should submit a request for Travel Compensation  to the employee’s supervisor  prior to submitting their Travel voucher or as soon as possible after returning from travel, but not to exceed two weeks after their return.  The use accumulated Compensatory Time for Travel the form “Request to Use Travel Comp Time” must be completed and approved by the supervisor and subsequently processed by the timekeeper. See attachments for these forms. 

Travel Comp hours older than one year will be forfeited.  An employee must use his or her accrued compensatory time off for travel by the end of the 26th pay period after the pay period in which it was credited or the employee must forfeit such compensatory time off (except in certain limited circumstances). 
8. Credit Hours 
Credit Hours are those hours in excess of the employee's basic work requirements and the employee elects to work, and the supervisor agrees that the work situation has created a definite and fairly immediate need to work the extra hours. Credit hours shall be requested on the current OT/Comp time, approved appropriately in advance by the supervisor, the actual hours of work documented and subsequently provide to the employee’s timekeeper for inclusion in the ITAS.  To request the use of credit hours as leave, an employee must have credit hours recorded in ITAS and must request the use of credit hours as a request for leave through ITAS. 

A maximum of 10 credit hours may be earned in a pay period. The maximum credit hours carried over to the next pay period are 10 credit hours. All credit hours must be used within three (3) pay periods. This means there is not an accumulation of more than 10 credit hours. Credit hours can be used any time of the day. Credit hours can not be earned by employees working a fixed work schedule (Basic 8, compressed etc). Credit hours can only be earned by employees under a flexible AWS. Credit hours are requested and approved through ITAS by using the “Other Types” radio button in the Leave Request page.
9. Compensatory Time (Comp Time)

Compensatory time off is time off with pay in lieu of overtime pay for irregular or occasional overtime work. Compensatory time off may be approved in lieu of overtime pay for irregular or occasional overtime work for both FLSA exempt and nonexempt employees who are covered by the definition of "employee" at 5 U.S.C. 5541(2). 1 hour of compensatory time off is granted for each hour of overtime work
The Bemidji Area Office requires that an FLSA exempt employee (as defined at 5 U.S.C. 5541(2)) receive compensatory time off in lieu of overtime pay for irregular or occasional overtime work, but only for an FLSA exempt employee whose rate of basic pay is above the rate for GS-10, step 10. 

Compensatory time off may be approved (not required) in lieu of regularly scheduled overtime work only for employees, including wage employees, who are ordered to work overtime hours under flexible work schedules. See 5 U.S.C. 6123(a)(1). Compensatory Time shall be taken prior to Annual Leave unless the employee is unable to schedule the Compensatory Time due an exigency of the service or circumstances beyond the employee's control.

If compensatory time off is not taken within agency time limits, an agency may pay the employee for overtime work at the overtime rate in effect during the pay period in which the overtime work was completed. Present agency time limits are essentially 1 year (they are by default, those of the Agency Payroll Office, i.e., Defense Financial Accounting System (DFAS)). 
The employee must have approval from their supervisor (a signed and dated “request for Comp Time” form) prior to working the comp time hours.  The employee must note the actual hours worked and the comp time form will need to be initialed by the supervisor prior to submission to the time keeper.
10. Advanced Annual Leave

A. Employees have no entitlement to advanced annual leave. However, under very unusual circumstances, an employee may be granted advanced annual leave up to the amount to be earned by the end of the current leave year or end of appointment, whichever is sooner. Advanced leave must not be granted if it is likely the employee will retire, be separated or resign before the advanced leave will be earned/paid back.

B. To apply for Advanced Annual Leave the employee must provide:

(1) Completed SF-71 - Application for leave

(2) Copy of HHS-564 – Administrative Time and Leave Record

(3) Copy of OS-340 – Earning and Leave Statement

(4) Memo from employee explaining the need for advanced annual leave

(5) Immediate supervisor can approve up to 40 hours

(6) Approval Authority beyond 40 hours has been delegated to the Area Director, Deputy Area Director, and Executive Officer. 
11. Advanced Sick Leave

A. An advance of sick leave may be made to an employee with a zero sick leave balance if the employee has a serious disability or ailment, provided the total advance at no time exceeds 30 days and there is a reasonable expectation that the employee will return to duty. For an employee holding a limited appointment, sick leave must not be advanced when it is likely the employee will retire, be separated or resign before the advanced leave will be earned/paid back. *The ailment or disability must be of such seriousness as to require a period of at least five consecutive work days, unless an absence for a shorter period is determined (absences for cancer, chemotherapy). 
B. To apply for sick leave the employee must provide:

(1) SF-71 – Application for leave showing “from” and “to” dates, total hours requested. If using the small format SF-71, the reverse side of the SF-71 should show incapacitation period and signed by their healthcare provider. If using the letter size OPM-71, complete the dates and attach medical documentation (see (4) below).
(2) A copy of HHS 564 – Administrative Time and Leave Record (obtain from timekeeper)
(3) A copy of Earnings and Leave Statement (Print from DFAS site – MyPay)
(4) A statement from their healthcare provider with diagnosis, prognosis and duration.

(5) Request should be at least 15 calendar days in advance, exceptions can be made in true emergency situations.

(6) Approving officials/immediate supervisors can approve up to 40 hours. 
(7) Approval Authority beyond 40 hours has been delegated to the Area Director, Deputy Area Director, and Executive Officer. 

C. The employee’s request for advanced sick leave must be in writing and must be supported by medical documentation acceptable to the Leave Approving Official. The supervisor or approval authority will provide a decision memo to the employee upon receiving a complete request. The memo will state the number of hours of advanced leave that are approved and other details related to the situation. As an alternative to advance sick leave, the employee and supervisor may consider the Voluntary Leave Transfer Program, Leave without pay (LWOP), or adjustment from full-time to part-time employment during the period of recuperation, thus allowing the employee to work less than eight hours daily until the employee is fully recovered.

12. Leave Without Pay (LWOP)

A. LWOP is approved absence in a non-pay status that may be granted at the employee’s request. Extended periods of leave without pay are only granted in certain rare instances such as the fulfillment of parental or other family responsibilities, school attendance in order to increase job effectiveness, extended incapacitation due to illness or injury, etc.
LWOP is not granted when Absence Without Leave (AWOL) is appropriate. LWOP is a managerial prerogative, is highly discouraged and is subject to scrutiny.

 B. To apply for Leave Without Pay (LWOP) the employee must submit:

(1) Completed SF-71 – Application for Leave

(2) Copy of HHS-564 – Administrative Time and Leave Record

(3) A copy of  Earnings and Leave Statement (Print from DFAS site – MyPay)

(4) Memo from employee explaining the need to use Leave Without Pay

(5) Approval Authority beyond 40 hours has been delegated to the Area Director, Deputy Area Director, and Executive Officer. 

C. The responsibility of the supervisor or leave approving official is to discuss with the employee the implications of granting LWOP. Among the matters to be considered for the employee incurring LWOP are:

· Loss of service that may be vital to the Service Unit.

·  Creditable service for such benefits as retirement, leave accrual (employees do not accrue leave while on LWOP), Within-Grade  Increases, and severance pay.

· Encumbrance of the position.

· Eligibility for continued coverage for life insurance and continued coverage for health insurance benefits.

D. A request for Leave Without Pay (LWOP) in lieu of sick leave will carry the same requirements as stated above. Further, all entitlements to Leave under the Family Medical Leave Act (FMLA) should be exhausted prior to requesting LWOP in lieu of sick leave.
13. Breaks
Morning/Afternoon Breaks: Employees may take breaks from their work station for 15 minutes in duration for every four hours of work. Break periods remain periods of work. There is no entitlement to leave the place of work. There are several areas within the building for which employees may spend their break periods.
The preferred practice for the staff at the Bemidji Area is to inform at least one fellow employee of your whereabouts upon leaving your work station or office.  
Lunch Breaks: Employees shall take a daily lunch break of at least ½ hour in duration for every six hours of work. Lunch Breaks are not work periods. An employee is free to leave the place of work; although, there are several areas within the building for which employees may spend their lunch periods.

Exercise Breaks: Employees may take breaks for regular exercise in accordance with the Bemidji Area Exercise Policy. Essentially, an employee may use ½ hour per day for exercise for up to three days per week. The ½ hour can not be the first of last half hour of the day. See Circular No. 04-03 for all of the details. 
14. Temporary Duty and Travel
While in travel status on Official Travel, employees are expected to conduct themselves in the same fashion as they would at the Bemidji Area Office - such as being on time, requesting leave, etc. However, those employees that are under an AWS will revert to a standard work day (i.e. during travel they are considered to be working an 8 hour day). Therefore, a supervisor may require an employee to return to the Basic 8 tour of duty for the affected pay period to properly schedule all hours in the pay period (80). In general, the decision to require that an employee return to Basic 8 lies with management to be effected by the supervisor. The decision is to fall in the direction of benefit to the Bemidji Area Office (or neutral at least). 
15. Responsibilities
A. Employee - It is the responsibility of the employee to know the balances of their leave when requesting approval for leave. The employee is responsible to use comp time in accordance with this policy. Employees are responsible to schedule leave such that they do not incur loss of leave due to an over-accumulation of annual leave (carrying greater than 240 hours to the next calendar year).  Requests for advance leave should not be submitted unless done through the procedures related to advanced leave. All leave must have prior approval. It is the responsibility of the employee to assure that leave requests have been approved.

B. Supervisor - It is the supervisor's responsibility to ensure that appropriate leave is available for use before approving any leave requests and to submit all leave slips, including overtime,  compensatory time, credit hours and travel comp time to the timekeeper in a timely manner. With regards to travel, it is the supervisor’s responsibility to determine if an employee should return to the standard work schedule, or otherwise assure that the employees schedule will fulfill the basic work requirements. Supervisors should ensure that employees are made aware of and adhere to these policies. 
16. General Definitions and Guidelines
(1) Flextime - Employees may choose arrival and departure times during the flexible time band. The flexible time bands will be 6:00 a.m. to 9:00 a.m. start time, 11:30 a.m. to 1:00 p.m. lunch break, and 3:00 p.m. to 6:00 p.m. ending time.

(2) Core Time or Core Hours refers to the hours of the day that employees must be on the job or on leave. The core time banks will be from 9:00 a.m. to 11:30 a.m. and 1:00 p.m. to 3:00 p.m. Narrow exceptions are allowed for certain Alternative Work Schedules and part-time employees.
(3) Maximum Day refers to the maximum hours of the day that employees can schedule for either a fixed or flexible work schedule. For the Bemidji Area Office, the maximum day is 9 hours.
(4) Overtime:  Overtime hours, when used with respect to FWS programs , refers to all hours in excess of 8 hours in a day or 40 hours in a week that are officially ordered in advance, but does not include credit hours. With respect to CWS programs, overtime hours refers to any hours in excess of those specified hours for full-time employees that constitute the compressed work schedule. For part-time employees, overtime hours are hours in excess of the compressed work schedule for a day (but must be more than 8 hours) or, for a week (but must be more than 40 hours). 

(5) General Rules: The following general ground rules apply to all work schedules:

· Service to our customers will not be reduced.
· All offices will be open and adequately staffed Monday through Friday during our normal business hours of 8:00 a.m. - 4:30 p.m. Employees under a personal services contract will be required to work as applicable during the time period of 8:00 a.m. - 4:30 p.m.
· The workday will normally begin at 6:00 a.m. and end at 6:00 p.m., Monday through Friday.
· Employees are required to meet special operating requirements, attend scheduled meetings, conferences, workshops and training sessions. Supervisors should try to schedule meetings well in advance and during core hours to avoid operational problems or overtime. 
· According to the U.S. OPM Handbook, agencies wishing to participate in AWS must establish a time accounting method. The BAO policy for employees participating in variable schedules under the AWS are required to sign-in/sign out. Each employee is required to enter his/her name, time of arrival and departure from the office including lunch and leave, and other exceptions to the normal workday. Those employees with fixed work schedules are not required to sign-in or sign-out based on Dr. Trujillo's memo dated 1/27/97 - Elimination of Sign-In Sheets. Example: Those employees working Basic 8, compressed work schedules or declared flexi tours are not required to sign-in and out.

· The minimum time increment for work or any type of leave is 15 minutes (Increments with 8 minutes or greater are rounded to 15 minutes. Increments of less than 8 are rounded down. Example: 1 hour and 7 minutes is rounded to 1 hour; where 1 hour and 8 minutes is rounded to 1 hour 15 minutes).
· Each full-time employee must show a total of 80 hours of work time (including leave) during each pay period. One exception will be if the employee had AWOL hours assessed against them in a given pay period. 
· Employees must take a lunch break each day and the lunch break must be at least 30 minutes long.

· Employees that require closer supervision than is generally available, do not adhere to AWS procedures, or develop performance or conduct problems shall be precluded from participating in AWS. Abuse of the alternative work schedules will require that the employee revert back to the standard schedule of 8:00 a.m. - 4:30 p.m. 
· Alternative Work Schedules may be changed once per quarter - starting the first pay period in the quarter. The use of form DHHS-705 shall be the preferred method to establish a supervisor/employee agreement for an AWS or Fixed Work Schedule (other than Basic 8).
Alternative Work Schedules

 Alternate Work Schedules available for Bemidji Area Office employees are as follows:

(1) Flexitour
(2) Compressed Work Schedules

(3) Gliding Schedule

(4) Variable Day
(5) Variable Week Schedule
(1) Flexi tour
Flexi tour is a flexible schedule.  Under this schedule, the employee works 8 hours per day, 5 days a week, Monday through Friday. Any absences during the scheduled hours must be charged to leave. Employees and supervisors are allowed to select starting, lunch and stopping times during Flextime. Once selected, starting, lunch and stopping times are the same each day. 
Essentially the employee works a fixed schedule that varies from the Basic 8. The work days and work hours are set and agreed to by the employee and supervisor through use of form HHS-705. Since this is a known and defined schedule, employees need not record information on their respective office sign-in/out sheets.
(2) Compressed Work Schedule 

The Compressed Work Schedule is a fixed work schedule. Because the maximum day available at the Bemidji Area Office is 9 hours, the 5-4/9 schedule is the typical compressed work schedule available. Under the 5-4/9, an employee works 9 hours per day during one week of the pay period and 4 days the next week with one of the days being an 8 hour day. This accounts for a total of 80 hours for the pay period. 
Essentially the employee works nine of ten core days per pay period and is scheduled for one less day of work per pay period compared to the Basic 8. The work days and work hours are set and agreed to by the employee and supervisor through use of form HHS-705. Absences during the set workdays must be charged to leave.

Leave charged and holiday time credited will depend on the scheduled work hours for that day. If a holiday falls on a nine-hour scheduled day, the employee gets nine hours. Likewise, an employee who takes leave on a nine-hour day is charged nine hours. If a holiday falls outside of the scheduled work days, the holiday may be scheduled during a work day to compensate. Since this is a fixed schedule, employees need not record information on their respective office sign-in/out sheets.
(3) Gliding Schedule

The Gliding Schedule is a flexible schedule.  Under this schedule the employee will work 8 hours a day, 5 days a week, Monday through Friday. Any absences during the scheduled hours must be charged to leave. Daily starting, lunch, and stopping times can vary during Flextime. Since this is a flexible schedule, employees must record starting, lunch and stopping times on their respective office sign-in/out sheets. Departments must comply with coverage during core hours if employees elect the gliding schedule.
(4) Variable Day

The Variable Day Schedule is a flexible schedule.  Under this schedule the employee must work the Core Hours each week. The employee may work a maximum of 9 hours a day. Daily starting, lunch, and stopping times are flexible during Flextime. Since this is a flexible schedule, employees must record starting, lunch and stopping times on their respective office sign-in/out sheets.

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

Under this schedule the employee must work the Core Hours (with exceptions below) and 80 hours per pay period. The employee may work a maximum of 9 hours during a day (unless incurring scheduled overtime, comp time or credit time). Daily starting, lunch, and stopping times may vary during Flextime. Any absence during the core hours must be charged to leave. 
An exception to work during Core Hours may occur. If an employee completes 40 hours during any one week prior to the end of core hours for that week, the employee may be excused during core hours. Similarly, if an employee completes 80 hours during a pay period prior to the end of core hours for the last week in that pay period, the employee may be excused during core hours. 
Since this is a flexible schedule, employees must record starting, lunch and stopping times on their respective office sign-in/out sheets.
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