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W S Di r &t i Ve 4.101  1/25/01

TOURS OF DUTY

PURPOSE

To set forth requirenents for establishing work schedul es and
assigning tours of duty to W5 enpl oyees.

REPLACEMENT HI GHLI GHTS

This directive replaces ADC Directive 4.101 dated 09/ 17/ 96.
POLI CY

It is Ws policy to set tours of duty in accordance with
Federal , Departnental, and Agency regul ations in a manner

whi ch pronotes the efficiency of the program does not inpact
‘customer service, and is fair and equitable to the enpl oyees.
To allow maximum flexibility to performduties and to satisfy
| egal requirenments, Federal W5 enpl oyees, except intermttent
enpl oyees, will use the Maxiflex tour of duty. Intermttent
enpl oyees nust be paid overtime for any tinme spent working
beyond the 8 hours per day and 40 hours per week. Cooperative
enpl oyees managed under non- Federal personnel systens are
subject to tours of duty requirenents as established by those
syst ens.

BACKGROUND

The basic work requirenent is 80 hours per pay period for
full-time enpl oyees. The basic work requirenment for a part-
time enployee is the nunber of hours specified on the

per sonnel acti on.

Est abl i shed hours for W5 field personnel will be from6:00
a.m to 6:00

p. m Monday through Saturday. For office personnel, the
established hours will be from6:00 a.m to 6:00 p.m Monday
t hrough Friday. Work nmay be perfornmed at any time during this
time band in order to neet the requirenent of’ 80 hours per
pay period. (Note: In nost situations, the required 80 hours
w Il be worked from Monday through Friday. This is especially
true for W5 office personnel).

Core hours for W5 field enployees will be from9:00 a m -

10: 00 a. m Wednesday. Core hours for W5 office personnel

(i.e., admnistrative, clerical, etc.) wll be 9:00 a.m to
3:00 p.m, Tuesday through Thursday. Supervisors can designate
addi tional core hours for both field or office personnel to
fit program needs but cannot make the nunber of core hours



| ess restrictive. Enployees nust be present on the job during
the m ninmum core tinme bands descri bed above unl ess they have
an approved excused absence.

Supervisors desiring to further restrict the flexible tine band
and/or core tinme band nmust conmuni cate the changes to their

enpl oyees by way of a nenorandum Supervisors are allowed to
approve, in witing, a maxiflex tinme band that includes part of or
outside of the 6:00 a.m to 6:00 p.m for field enployees. If the
maxi flex time band is changed for field enployees, then

supervi sors nust change the mninmumcore tine period to coincide
with the new maxiflex tinme band and appropriately conpensate

enpl oyees for hours worked e.g., night pay).

| f regularly schedul ed work or overtine work is approved outside
of the established hours of 6:00 a.m to 6:00 p.m Monday through
Saturday, then the field enployee is entitled to a 10% night tine
pay differential (basic pay plus 10% unless the field enployee is
ear ni ng conpensatory tine.

Sunday is designated as a non-workday. Enpl oyees performng
official duties on Sunday, ordered and approved by the supervisor,
nmust be conpensated with either overtine pay or conpensatory tine.
Field enployees are also entitled to a 10%night tinme differential
on Sunday outside the hours of 6:00 a.m to 6:00 p.m unless they
are earning conpensatory tine.

Enpl oyees may not work on official holidays unless granted prior
approval by their supervisor. Enployees who perform official
duties on holidays nust be conpensated with holiday pay (APH S
Directive 402.2, Premium Pay). The m ninum holiday pay is two
hours worked and the maxi mum holiday ‘pay is eight hours worked.
| f enpl oyees are ordered to work over 8 hours, than they will be
conpensated with either overtine pay or conpensatory tinmne.

Enpl oyees nmust take an unpaid neal break sonetine around the

m dpoi nt of the workday. The length of the neal period may vary
fromday to day but cannot be |less than 30 m nutes, but nay not
exceed 60 m nutes. Exceptions to the neal period requirenent may
only be made when a full-tinme or part-tine enployee works 5 hours
or less on a given day (i.e., either needs 5 hours or less to
conplete their 80-hour requirenent or takes |eave to cover the
rest of the day).

Enpl oyees nmust take conpensatory tinme before they take annual

| eave unl ess taking conpensatory time would result in the
forfeiture of annual |eave. Accunul ated conpensatory tinme that has
been aut horized nust be used before the end of the cal endar year
followng the year in which it was earned. Supervisors should
encour age enpl oyees to use conpensatory time as soon as possible
after it is earned. If conpensatory tine is not used within the
allotted tinme, it nmust be paid out at the rate of overtine pay in
ef fect when the conpensatory tine was earned. Enpl oyees who do not
use conpensatory tine of f within the allotted tine nay |ose
entitlenent to earning conpensatory tine of f and overtine pay.

An enpl oyee whose personal religious beliefs require the
abstention fromwork during certain periods of tine may request to
earn religious conpensatory tinme for work tine |ost for neeting
religious requirenents (for additional information see section in



HRDG, Subchapter 4630, Absence & Leave).
The follow ng definitions will apply regarding tour of duty:

(1) Core Hours -The tinme period during the workday, workweek,
or pay period that are within the tour of duty during
whi ch an enpl oyee covered by a flexible work schedul e nust
be present for work or receive specific approval for |eave
or a core tine deviation.

(2) Conpensatory Tine O f -Time of f in lieu of overtine pay
for irregular or occasional overtinme work that is ordered
and approved by nmanagenent in advance of the work being
performed. One hour of conpensatory tinme off is granted
for each hour of overtinme work.

(3) Maxiflex Tour of Duty -The Maxiflex tour of duty is a
fl exi bl e schedule which allows the enpl oyee to vary the
| ength of the workday or workweek as |ong as the basic
requi renents of 80 hours per biweekly pay period are net.

(4) Night Pay -Night pay is paid for regularly schedul ed work
performed at night. Ni ght work nust be perforned between
the hours of 6:00 p.m and 6:00 a.m N ght pay is conputed
at the enployee’'s rate of basic pay plus 10 percent. N ght
pay is paid in addition to overtinme or holiday prem um

pay.

(5) Overtime Hours -The nunber of hours worked outside the
tour of duty or 80 hours in a pay period that are
officially ordered in advance. For part-tinme enpl oyees,
overtinme hours are hours in excess of 40 hours per week.

(6) Tour of Duty -The hours of a day (daily tour of duty) and
the days of an adm nistrative workweek (weekly tour of
duty) that constitute a regularly schedul ed adm nistrative
wor kweek.

(7) Tinme Bands -The Maxiflex tour of duty consists of a core
tine band and a flexible tine band. The core time band is
that portion of the workday when all enpl oyees nust be
present on the job unless they are granted prior approval
fromtheir supervisor to use | eave or conpensatory tine.

5. RESPONSI BI LI TI ES

Supervisors may set limts on the nunber of hours of overtine
pay their enployees may accrue to fit individual program
needs. If an enpl oyee requests overtine pay instead of
conpensatory tinme for work perfornmed in excess of 80 hours per
pay period, on Sundays, or outside their tour of duty hours,
supervi sors have the option to either pay the enpl oyee
overtinme pay or restrict the enployee fromworking nore than
80 hours in the pay period.

A supervisor may approve conpensatory time off in |ieu of
overtinme pay at the voluntary request of an enpl oyee for
irregular or occasional overtinme work. The request nust be
made in witing to their supervisor. It is perm ssible to have



the enpl oyee voluntarily sign a statenment annual ly indicating

that they are requesting to earn conpensatory tine in |ieu of

overtinme pay. Enployees who earn nore than a GS-10 step 10 can
be required by their supervisors to take conpensatory tinme off
in lieu of overtine pay.

| f an enpl oyee requests to earn religious conpensatory tinme
for religious requirenments and this does not interfere with
the efficient acconplishnment of W' m ssion, the supervisor
shall in each instance afford the enpl oyee the opportunity to
work religious conpensatory time and shall in each instance
grant the tinme of f (for additional information see section in
HRDG, Subchapter 4630, Absence & Leave).

All W5 enpl oyees are responsi ble for providing their

ti mekeeper with a witten or electronic record which has been
signed by the enpl oyee and approved (i.e., initials or
signature) by the supervisor or the supervisor’s designee

i ndicating the actual clock hours and the total nunber of
hours worked each pay period. This is a requirenent for

enpl oyees on the Maxiflex tour of duty schedule. This record
shoul d i ncl ude a begi nning and ending time each day, al ong
with a docunented neal break (in accordance with the

ti mekeepi ng requirenents of the General Accounting Ofice).

Ti me and attendance and neal breaks should be reported to the
ti mekeeper using either the APH'S Form 345-R, Ti ne and

At t endance Log (August 1992), or W5 Form 29, Tinme and

At t endance Report (October 1997). It is permssible to
verbally report the nunber of hours worked each pay period to
the tinekeeper. However, a witten or electronic record MJST
be submtted within 2 weeks fromthe day the tinme was verbally
reported.

Directors, State Directors, and Field Station Leaders w |
provi de a nmenorandum to enpl oyees stating that the Maxiflex
tour of duty is the official W5 tour of duty and the record-
keepi ng requirenments. A copy of thisdirectivewill also be provided to
employees.

6. | NQUI RI ES

I nquiries on hours of duty and on tinme and attendance
reporting should

first be directed to the respective tine and attendance
reporting office.

If needed, further gui dance nay be obtai ned by contacting the Wage
Speci alist, Leave and Conpensation Unit, at APH S Busi ness
Services in

M nneapolis, M nnesota, 612/370-2250.
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