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1. PURPGSE

Thi s Manual Section establishes the Alternative Wrk Schedul es Program
herein referred to as AW5, as the Agency's official hours of duty policy
for its operations in the United States. The hours of duty policy for each
Peace Corps overseas Post is established in accord with the policy of the
respective U. S. enbassy.

2. SCOPE

This section covers all Peace Corps enpl oyees except: enployees in
overseas Posts and enpl oyees on tenporary intermittent appointnents.

3. BACKGROUND

. Public Law 97-221, "The Federal Enpl oyees Fl exi bl e and Conpressed Wrk
Schedul es Act of 1982."

. Federal Personnel Manual 610, 620, and 630.

. Foreign Affairs Manual, Volune 3, Chapter 400.

4. POLICY

It is the policy of Peace Corps to foster a workplace environment

predi cated upon a humane approach to working life. This policy is intended
to increase opportunities for enployee satisfaction, devel opnent, and
fulfillment and to naximnm ze enpl oyee creativity and productivity.

The underlying premse of AWs is that within the context of basic
requirenents and criteria, decisions will be made at the "work unit” |evel
regardi ng the nost appropriate AWS schedule for use in each work unit. The
basi c requirenents, criteria and process are provided for in this section
for both the Flexitime and Conpressed schedules. A highly cooperative and
partici patory decision-naking process is required for determ ning what the
work unit levels will be in the various offices and what AWS schedul e will
be adopted within each work unit. O fice Heads, Division/Regiona
Directors, first-line supervisors and staff are expected to work out
nmutual |y acceptabl e arrangenents based on conmon criteria.

4.1. Enployee Rights Public Law 97-221, the Federal Enpl oyees Flexible
and Conpressed Wrk Schedul es Act of 1982 provides specific protections
against intimdating, threatening, coercing, or interfering with an

enpl oyee's right to elect an arrival or departure tinme, to work or not work
credit hours or to request conpensatory tinme off in lieu of

overtine pay.

Further, it provides specific remedies for any enpl oyee who requests to be
excluded fromhis or her unit's Conpressed Wrk Schedul e on the basis of
personal hardship. Such a request nmust be made by the enployee in witing
to his or her Associate Director or equivalent Agency official (see
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paragraph 4.10.). The Agency's determ nation will be made no later than
ten days after the day of the witten request.

In addition to the protections provided in this |aw, an enployee wll
continue to retain his or her right to initiate action in court for alleged
violations of the Fair Labor Standards Act.

4.2. The Public Interest The Act also protects the public interest and
the efficiency of Governnent operations by insuring that the U S. Ofice of
Per sonnel Managenment or the head of the Agency nmay termnate an alternative
work schedule if it disrupts Agency operation or increases costs. The Act
provi des that Agency heads may restrict the enpl oyees' choice of arrival
and departure tinmes and the use of credit hours, and may excl ude any

enpl oyee or group of enployees froman established AWS schedul e where that
schedul e hanpers the efficient operation of the Agency.

4.3. Enployee Responsibility AW is nore than a sinple rearrangenent of
the arrival and departure time of staff. |In order for AWs to function
effectively, it nmust be recognized as inparting considerable additiona
responsi bility upon each and every enpl oyee. AWS gives each enpl oyee a
greater neasure of personal control over the work environment. Wth this
freedom cones the responsibility to account for one's tine and attendance
accurately and conpletely. 1In arranging schedul es, enployees need to be
m ndf ul of the needs of others as well as their own. A cooperative,

consi derate approach, with conproni se and acconmodati on where necessary,
will result in the nobst practical schedul e

4.4, Managenent Responsibility AW requires Agency nanagers and
supervisors to adapt their nanagement styles. It requires effective

net hods to plan and organi ze the work and to assess the effectiveness of
the work unit, as well as effective conmunications with and between

enpl oyees.

As a matter of courtesy, neetings should be schedul ed between 9:30 am and
3:30 p.m whenever possible. There will be occasions when this is not
possi ble, and staff will have to alter their schedules tenporarily to
acconmodat e such situations.

G ven the very flexible nature of the Peace Corps AW Program there is
potential for abuse. Should abuse becone a problem it could result in the
O fice Head returning an individual enployee or work unit to a traditiona
fixed work schedule. Decisions in this regard are subject to the
appropriate grievance procedure.

4.5. I nplenentation AWS nust be inplemented in a manner which ensures the
fol |l owi ng:
. Coverage is maintained for the function of the unit. For those units

whi ch deal directly with the public, the "Public Service Band"
(defined in paragraph 4.8.1.1.4.) deternines the m nimal coverage

required.
. G ven adequate coverage -- at |east one enpl oyee who understands the
maj or functions of the work unit -- enployees are given maximm

flexibility.
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. Unit efficiency and productivity are not reduced.
. Deci si ons occur on the nost decentralized basis feasible.
. Deci si ons about work unit |evel and AWS nodel s are to be nutually

arrived at and acceptabl e to enpl oyees and supervisors alike. (See
Attachnent A, "Quide to selecting Wrk Units and Schedul es".)

At the beginning of the | eave or cal endar year all managers, supervisors,
and enpl oyees shall determ ne the AW schedul es on which enpl oyees will
work during that year. Each work unit shall select one AWS schedul e,
either naxiflex or a specific fixed conpressed schedule, for its use. This
shoul d be acconplished within a cooperative, participatory process,
utilizing the "Guide to selecting Work Units and Schedules". If a work
unit selects the maxiflex schedul e, then each enployee in that unit shal
submt to the supervisor in witing the particular schedule, ie, hours and
days of work, which he or she intends to follow within the naxiflex
paraneters. If in the course of the year, an enployee's particul ar schedul e
varies substantially fromthe one he or she submtted at the begi nning of
the year, the enpl oyee shall subnit a revised schedule. For the purposes
of this Manual Section, the basic work unit is determ ned on a conbi nation
of factors, including the commonality of supervision, function, and office
space; normally, the basic work unit is defined by those enpl oyees
reporting to a single supervisor

4.6. Tinme Accounting It is inportant that accurate and certifiable tine
and attendance records be kept. Enployees are responsible for working
their full tour of duty as part of their agreement with the Agency.

Supervi sors are responsible for accounting accurately for the tine and

att endance of enpl oyees under their supervision. Governnent regulations
requi re mai ntenance of a record for accounting and audit purposes. (See MS
742, "Mai ntenance of Enployee Tinme and Attendance Records.")

4.7. Travel Status When enpl oyees are engaged in actual travel, their
adm ni strative workweek shall be 8:30 am - 5:00 p.m (includes a 1- hour
l unch) 5 days a week unless specified '"to the contrary by the supervisor
Ti me spent traveling outside of these hours is conpensable only under
certain conditions (see PCM5 625, "Premium Pay"). Enployees engaged in
work while in travel status are subject to the onsite client's

admi ni strative workweek. Therefore, those hours specified as the workweek
for the client shall be considered the adm nistrative workweek for
travel i ng enpl oyees unl ess otherw se specified by their supervisor. The
earning of credit hours while in travel status is governed by paragraph
4.8.1.1.8. of this Manual Section.

4.8. Optional Schedules Each work unit shall select its own work
schedul e from anong the maxifl ex schedul e and three fixed, conpressed
schedules. Al enployees in a given work unit are required to adopt the
schedul e sel ected by that unit. However for the purposes of cal cul ating
| eave and Prem um pay, the Agency will operate on a 5-day, 40-hour week.
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4.8.1. Mxiflex. The flexible schedule authorized in the agency is the
Maxi fl ex Schedul e which affords enpl oyees a degree of flexibility in
choosi ng work schedul es.

EXAMPLE OF MAXI FLEX SCHEDULE

VEEEK 1 VEEEK 2
7 a.m 6 p.m 7 a.m 6 p.m
HOUR HOURS
........ WORKED WORKED
Ml ........
........ L] ... 7 1/2 0
T o 914 | ... L. 8 3/4
......... N oo B LU
LAY [ I 101/2 | ... e 10
......... Cl ... cee e N
T om0 12 el ] 10
.................... Hl .. ... ...
[ I L e I 10 1/2
Hours Worked 43 3/4 39 1/4

Total Hours Worked Biweekly = 83
Basi ¢ Work Requi renent = 80
3 credit hours carried forward

4.8.1.1. Muxiflex Wrk Schedul e Requirenents.

4.8.1.1.1. Tine Band Chart.

7:00 a.m 9:30 a.m 11: 00 a. m 2:00 p.m 3:30 p.m 6: 00
p. m
Mor ni ng Core M dday Core Af t er noon
FI ex Band Ti me Fl ex Band Ti me Fl ex Band
(Tu/ W Th) (Tu/ W Th)
| |
8:30 am------------- Public Service Band -------------- 5:00 p.m
Agency Operating Hours

(Monday t hrough Friday)
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4.8.1.1.2. Agency OQperating Hours The basic operating hours for the
Agency are from7:00 amto 6:00 p.m, Mnday through Friday. At
Headquarters and where arrangements can reasonably be made for offices to
be accessible, enployees may opt to work outside of these hours and days,
but justification for such work nmust be approved by the supervisor, in
advance, in order for it to be credited toward the basic 80 hour work
requi renent.

4.8.1.1.3. Core Tine Al enployees nust be at work during core tine

unl ess on approved |l eave or "core tine deviation" (see paragraph 4.8.1.1.7.
below). Core tinmes are 9:30 am to 11:00 a.m and 2:00 p.m to 3:30 p.m
on Tuesdays, Wednesdays and Thursdays of each week.

4.8.1.1.4. Public Service Band The Public Service Band is to ensure that
of fice coverage is sufficient to neet the needs of the general public,
Federal and ot her agencies, and other offices and staff w thin Peace Corps.
The Agency's Public Service Band extends from8:30 amto 5:00 p.m, Mnday
through Friday. Ofices and work units nay be excepted from observing the
Public Service Band only if they can clearly denonstrate to office heads
that their function does not require their availability to the public,

ot her agencies, or other Agency staff during the Public Service Band.

4.8.1.1.5. Mdday Flex Band A flexible band extends from 11:00 am to
2:00 p.m, during which a mninmum half-hour lunch period is to be taken
(Note: A mnimum half hour lunch break is mandatory on all workdays in
excess of six hours.) The M dday Fl ex Band provi des enpl oyees the
opportunity to take an extended |lunch period, either on a regular basis or
fromtime-to-time, to conduct personal business, attend a doctor or denta
appoi nt nent or whatever the enpl oyee pl eases, without charging the tine to
| eave. However, the tine nust not be conputed when figuring the nunber of
hours worked for that day.

4.8.1.1.6. Basic Wrk Requirenent Full-tinme enpl oyees have an 80-hour

bi weekly basic work requirenment, not to exceed 13 hours/20 m nutes on any
day. The basic work requirenent for part-tinme enployees, that is,

enpl oyees with a regularly assigned basic work requirenent of from32 to 64
hours per pay period, is specified at the tine of their appointnents.

4.8.1.1.7. Core Tine Deviation A supervisor may approve an enpl oyee's
request to be absent during core time. Absence during core tine shall be
made up by the enployee. The supervisor nmay authorize the enpl oyee to make
up the absence during the sane workday, wthin the workweek, or in the sane
bi - weekl y pay period.

4.8.1.1.8. Credit Hours Credit hours are those hours which an enpl oyee,
under the maxiflex schedule elects to work in excess of his or her basic
work requirenment, i.e., 80 hours per pay period for full-time enpl oyees,
and which may be used to vary the length of a succeedi ng wor kweek or

wor kday. Credit hours may be earned, and carried over fromone pay period
to another, in 15 mnute increnents (quarter hours).

I f nmanagenent orders an enpl oyee in advance to work in excess of the basic
wor k requirenent, such hours are not credit hours and nust be conpensated
as overtine,
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An enployee's intent to earn credit hours requires reasonable notification
of the supervisor; an enployee's intent to use credit hours requires the
supervi sor's approval as in the case of annual leave. A full-tine enployee
may normally carry over no nore than ten (10) credit hours into a
succeedi ng pay period; a part-tine enployee may nornally carry over no nore
than one-fourth of his or her biweekly basic work requirenment, not to
exceed ten hours. However, a full-tinme enployee may request approval to
earn up to twenty-four (24) credit hours, or a part-tine enployee up to
one-fourth of his or her basic work requirenent, when it serves a
denonstrated Agency need. The request nust be subnmitted to the i nmedi ate
supervisor who will seek approval fromthe second | evel approving official
or designee.

When an enpl oyee has worked nore than his or her basic work requiremnment
before the end of the pay period, any time off during that pay period nust
be di scussed with and approved in advance by the supervisor. Credit hours
cannot be used before they are earned, except within the sane pay period.

4.8.1.2. Preni um Pay

4.8.1.2.1. Overtinme Pay For enployees on the maxiflex schedul e, overtine
hours are all hours in excess of 8 in a day, 40 in a week, or 80 in a

bi weekly pay period which are officially ordered in advance by the

supervi sor. Enployees shall be conpensated for such overtine hours in
accordance with the provisions of applicable |law (see PCMB 625, "Prem um
Pay") .

If a supervisor orders an enployee to work hours that are in excess of the
nunber of hours which that enployee had scheduled to work on that day, but
which are not in excess of 8 in that day or 40 in that week, the Agency
will allowthat enployee to work a nunber of hours on a subsequent workday
equal to those ordered, which would be in excess of his or her basic work
requi renent, and whi ch woul d be conpensated as overtime hours.

For exanple, an enpl oyee on the maxifl ex schedule submits the foll ow ng
schedul e for a subsequent week to his or her supervisor and has it

approved: 10 hours on Mnday, 10 hours on Tuesday, 6 hours on Wednesday, 8
hours on Thursday, and 6 hours on Friday. On Wednesday, the supervisor

deci des that the enployee is needed for two additional hours and orders the
enpl oyee to work the additional time. Although this is work officially
ordered in advance, it is not in excess of 8 hours in a day or 40 hours in
a week, and therefore, is not overtinme. 1In such a case, the enployee nay:

* Work 2 hours less on a subsequent workday;

« Wirk out the balance of his or her schedul e as planned, and receive 2
credit hours; or

e Wk out the balance of his or her schedul e as planned, and receive
overtime pay for 2 hours, which would be the 41st and 42nd hour of the week
or the 81st and 82nd hour of the bi-weekly pay period.

4.8.1.2.2. Conpensatory Tine Of An enployee may el ect conpensatory tinme
off inlieu of overtine pay, for regularly schedul ed overtine work as well
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as for occasional overtime work ordered in advance. (See PCVS 625, "Prem um
Pay. ")

4.8.1.2.3. Credit for Holiday Wrk A full-tinme enployee who elects to
work on a holiday, and who receives prior approval of his or her supervisor
to do so, is credited with 8 hours (holiday pay) plus the nunber of hours
wor ked; a part-time enployee is credited with the nunber of hours he or she
is schedul ed, plus the hours he or she elects to work.

4.8.1.3. Absence and Leave During Mxiflex

4.8.1.3.1. Holiday Full-tinme enployees, regardless of whether they are
schedul ed to work on a day officially designated as a holiday (or an "in
lieu of" holiday), are entitled to basic pay with respect to that day for
eight (8) hours. Part-tine enployees are entitled to basic pay only for

t he nunber of hours they are scheduled to work on that day, not to exceed 8
hours; if they are not scheduled to work on that day, they receive no
hol i day pay.

4.8.1.3.2. Leave Absence during core time, w thout prior approval of the
enpl oyee' s supervisor, and failure of an enployee to conplete his or her
basi ¢ work requirenent, mnmust be charged to the appropriate | eave category
unl ess the enployee is authorized conpensatory tine off or has been granted
an excused absence (see PCM5 635, "Absence and Leave"). Such | eave nust be
recorded in whole hours. Because the Agency is operating on a 5-day, 40-
hour week, sick |eave may be used for only 8 hours on any given day.

NOTE: Alt hough the maxiflex schedule allows for nuch
flexibility, there exists the possibility that an
enpl oyee nay be forced to use |eave. As an exanpl e,
assune an enpl oyee works a snall nunber of hours during
the first week of a pay period in anticipation of
wor ki ng | onger hours in the second week. If it then
becones inpossible, in the second week, to conplete the
80 hours basic work requirenent, the enployee nust use
sick | eave, annual |eave, or LWOP for those hours short
of the requirenent.

4.8.1.3.3. Excused Absence (Administrative Leave) Under certain
conditions, as detailed in M5 635, absences may be adm nistratively

aut hori zed without charge to leave or loss of pay. The nost frequent

ci rcunmst ance under whi ch excused absence is authorized is hazardous

weat her. The guiding principles for authorizing excused absence under our
flexitime programare the necessity for the absence and the equitable
treat ment of enpl oyees.

4.8.1.3.3.1. _Hazardous Wather The follow conditions apply to attendance
during hazardous weat her:

. Late Arrival. The amobunt of excused absence granted for late arrivals
caused by hazardous weather conditions will be determnined on an
i ndi vi dual basi s dependi ng on conditions prevailing between the
enpl oyee' s honme and t he workpl ace. Upon specific authority of the
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Peace Corps Director, supervisors nay excuse reasonabl e absences in
such cases

. Early Disnissal. Wen hazardous weather results in the early
di snmi ssal of enployees, the Period of excused absence will not exceed
the difference between the authorized tine of early dismssal and the
end of the Public Service Band which is 5:00 p.m If, for exanple,
early dismssal is authorized as early as 3:00 p.m, the maxi mum
excused absence will be two (2) hours; the difference between 3:00
P.m (tinme of dismissal) and 5:00 p.m (the end of the Public Service
Band). This would affect individual enployees differently depending
on their schedul ed workday. Enployee A, who is scheduled to conplete
the workday at 6:00 p.m would be excused for two (2) hours and coul d
| eave at 4:00 p.m Enployee B, scheduled to conplete the workday at
3:30 p.m, could | eave at 3:00 p.m and would be excused 1/2 hour
One of the intents behind this rule is to provide for staggered
departures which woul d ease traffic congestion. Equity anong
enpl oyees is not an intent here since early dismssal is based upon
the conveni ence of the governnent.

. Energency Conditions. Wen a decision is made to evacuate the
wor kpl ace due to an energency condition such as fire, flood,
eart hquake, etc., all enployees will be excused i mediately.

4.8.2. Conpressed Wrk Schedules Rather than work on a maxiflex

schedul e, a work unit may elect one of three fixed, conpressed schedules: a
four-day workweek, a three-day workweek, or the 5-4/9 pay period plan

Wi chever conpressed schedule is elected, all enployees nust abide by it

unl ess exenpted by an office head, as in paragraph 4.1. of this Mnua

Secti on.

4.8.2.1. Absence and Leave (Conpressed Wrk Schedul es)

4.8.2.1.1. Holiday Full-tinme enployees, whether or not they are
schedul ed to work on a day officially designated as a holiday, are entitled
to pay with respect to that day for the nunber of hours schedul ed for that
day. For full-tine enployees, this would be either 10 hours, 13 hours/20
m nutes, or 9 hours (or 8 if the day is the one day of the pay period
schedul ed for 8), depending on which conpressed schedul e the enpl oyees

wor k.

When a full-tine enpl oyee has nore than two consecutive non-workdays off
and a holiday falls on one of these non-workdays, the follow ng rules shal
apply in designating the workday as the "in lieu of" holiday. Wen the
holiday falls on the enployee's first or second non-workday, the preceding
wor kday shall be designated as the "in lieu of" holiday. Wen the holiday
falls on the third or fourth non-workday, the next workday shall be
designated as the "in lieu of" holiday.

A part-tine enployee is entitled to holiday pay for the nunber of hours
that he or she was scheduled to work on the day on which a holiday falls.
Part-tine enployees are not entitled to an "in l[ieu of" holiday if a
holiday falls on a non-workday.
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4.8.2.1.2. Leave Tine off during an enployee's basic work requirenent
nust be charged to the appropriate | eave category unless the enployee is
aut hori zed conpensatory tinme off or an excused absence. An enpl oyee who
takes one full day of leave will be charged for the nunber of hours
schedul ed for that day. For a full-tinme enployee, this would be either 10
hours, 13 hours/20 mnutes, or 9 hours (or 8 if it is the one day of the
pay period schedul ed for 8), depending on which conpressed schedul e the
enpl oyee works. A part-tinme enpl oyee woul d be charged the nunber of hours
in his or her fixed schedule for that day.

The statutory provisions of Title 5 relating to the earning of or
entitlenment to sick, annual, mlitary, and funeral |eave, and in sone cases
creditabl e service for retirement purposes, have as a frame of reference
the 8-hour day, with the result that the provisions are stated in terns of
"days." Such references to a day or workday (or to nultiples or parts

t hereof) shall be considered to be references to 8 hours (or the respective
multiples or parts thereof). It is not intended to either decrease or

i ncrease any enpl oyee's existing entitlenment to | eave or creditable service
for retirement purposes. Part-tinme enpl oyees whose alternative work
schedul es have biweekly rather than daily or weekly work requirenents are
entitled to accrue | eave even though they nmay not be scheduled to work in
one of the weeks of a pay period.

4.8.2.2. Premum Pay (Conpressed Wirk Schedul es)

4.8.2.2.1. Overtinme Pay Wrk which has been ordered by a supervisor in
advance to be perforned outside of an enpl oyee's conpressed work schedul e
is overtime work. Enployees are entitled to overtinme pay for overtine work
in accordance with applicable provisions of |aw (see PCVM5S 625, "Prem um
Pay") .

4.8.2.2.2. Conpensatory Tine O f An enployee may el ect conpensatory tinme
off in lieu of overtime pay, for irregular or occasional overtime work
ordered in advance. (See PCV5 625, "Prem um Pay.")

4,.8.2.2.3. PremiumPay for Holiday Wrk An enpl oyee on a conpressed
schedul e who perforns work on a holiday is entitled to basic pay, plus
prem umpay at a rate equal to basic pay, for the work that is not in
excess of the enployee's conpressed work schedule for that day. For hours
wor ked on holidays in excess of the conpressed work schedule, a full-tine
enpl oyee is entitled to overtine pay under applicable provisions of |aw,
and a part-tinme enployee is entitled to straight tine pay or overtine pay,
dependi ng on whether the excess hours are non-overtinme hours or overtine
hour s.

Approval for work on a holiday nust be obtained in advance fromthe
enpl oyee' s supervisor in order for the enployee to be entitled to prem um

pay.

4.8.2.3. Four-Day Wrkweek Full-tinme enployees have a 10-hour daily, a
40- hour weekly, basic work requirement. Work units establish a fixed tour
of duty within the five day workweek, Mnday through Friday, consisting of
four ten-hour days for full-tine enployees or four days of shorter duration
for part-tine enpl oyees.
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4.8.2.4. Three-Day Workweek Full-tine enployees have a 13-hour/20 mnute
daily basic work requirenment and a 40-hour weekly basic work requirenent.
Work units establish a fixed tour of duty within the five day workweek,
Monday through Friday, consisting of three 13 hour and 20 m nute days for
full-time enployees or three days of shorter duration for part-tine

enpl oyees.

4.8.2.5. The 5-4/9 Pay Period Full-tinme enployees have a 9 hour daily
work requirenent (with the exception of one 8-hour day per pay period) and
an 80 hour biweekly basic work requirenent. Wrk units establish a fixed
tour of duty within the five day workweek, Mnday through Friday,

consi sting of 9 hours per day for eight days and 8 hours for one days,

all owi ng one fixed day off within each pay period.

4.9. Fine Tuning At any tine after the annual selection of work
schedul es, unantici pated contingenci es, issues, or problens may conme into
play. It is expected that the supervisor and staff will need to work
together to make adjustnments to the schedul e and/ or change schedules to fit
the functional needs of the office and the personal needs of the enpl oyees
of the unit. The need to make such adjustnments is expected and
perm ssi ble. However, each work unit nust select one specific schedule to
which all enployees in that unit nmust adhere.

4.10. Delegations of Authority Associate Directors and the Directors of
Staff Offices, in respect to their offices, are delegated the authority to
arbitrate disagreements arising fromthe inplenentati on and exerci se of AWS
and to exclude an enpl oyee or group of enployees fromthe AWS program and
assign then a traditional fixed schedule.

5. EFEECTI VE DATE

Thi s Manual Section becones effective on the date of issuance.



