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IIR) 

Thi ln tru ti n provi<l s p licy an guidan nc ming th lni rmed rvice 
Univer·ity f th H ~alth c:ien ·e. (U . UH. ) hnur: f \.\Ork and work . hcdul . 

an ad itional ~ minute., but th nd I' th 
cmpl yce· , · rkday mu t be ext nded b 
the !-tame amotmt f ti rn ~ and 

ur 2. \Vork s~hedule mny e developed 
rdance wiLh wing the Alt mativc Work 'cht:dul {A ' 

1 r gram to supp rt< r improve the 
ti II wing: 

13. Referen e" Endo ur • I. a. Flexibility f r mplo) • and 
managers. 

b. uality f w rking c ndition . 
c. Pro<lucti it . 
d. l11d ividuaJ account bility, and 
c. ' rvi . 
For a listino ( r W.' ( .IL. 4-day 

\ orkw k r 5/ - mpr ~ ·ed vvork 
D. Defin iti h1.:dul ) ' C E11clo.,111·e 3. 

E. Po licy. 
It is Ul l. p Ii y that: 
I. The ba i w r w k fi r full-tim 

employees assigned t) the U. UHS or 
AFR.RI is O hour~. n rmally Monday 
thrm1gh Frida. , , ith th w rkda bei ng 8 
hour:, from :00 u.m. t :"O p.m. ~ilh 30 
minut s allotted for lunch. ubj ct to 
. uper i or approval, th lunch period may 
b e t nded in 15 minut increments up l 

a. Determin th xt nt lo \Vhich 
mployees of the dep rtment may pa11icipote 

in th AW program: 
b. Review anti approve/di, appro e 

,vork schcduJes and/or work h urs 
r c mmen<led by ub rdinal' upc i or : 

c. Detennin if thew rk s ·ht!<lule 



and/or work h W"S requ steel · tcrfcrc with 
he normal operation or missioo of the 

departm nt. If cith r inter.ti r s, make 
adjustments and r c mmendati ns for 
change ·, continuation, or tennination as 
appropriate; and 

d. Provide information when 
r quested on the W, program regarding 
their respective departments. 

__ The Ci ilian Human Resources 
Dir torate shall provide guidance and 
a sistan e to sup rvi ors and employee · 
regardin work schedul 

3. u r isors shall: 
a. D v I p re i , and recommend 

approval or disapproval of emplo. e s' work 
sch dules and/or work h ur ~ and, ensure 
that ·ubordinates know and comp!_ ith 
their approved schcdlll sand h ur ; 

b. Ensure that employees' , ork homs 
and/or work schedules are re ordcd. 
approved, and maintain db. the depurtmenL 
timckeep r· 

c. ~fonitor the impact f /\. WS on the 
"vork of the subordinates; 

d. D t rmine the need for 
ma11agement initiated work s h dule 
change ~ and 

e. Maintain c pie · of USUII form 
140 , ·ee En Jo ur , 4. 

4. Em lo recs shall: 
a. Rcquc. t ·work bour and work 

·chedules eslublishe<l hy this lnstructi n 
from their immediate supervi or using 
US UH Form 1405; and 

h. B m.,,are of and comp I , ith 
provi ·ion· and requirem nls or lhis 
In tmction. 

5. Tim keepers shall: 
a. Record emplo ,•ees' work schedules 

and hours of duty in th automated time and 
allendance • yst m ; 

b. • nsme that time and attendance 
re ord. are propci·J c mpl Led and timel , 
submitted and enlered in the y ·tem· 

c. Maintain employees' approved 
work h ~dulcs and completed le c and 
att ndan c r ords; and 

d. Provide new en,plo ees with 
U 111S Form 140 -. 

G. Procedures. ee Enclo ure -. 

Charle · L. Rice. I\-1.D. 
President 

EncJo ·ures: 
l . References 
2. D finitions 
"' A.Jtemative \ ork 'chcdul s 
4 . SUHS Form 140~ 
5. Procedure. 
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Enclosure 1 

REFERE~CES 

a) U._ UH In ·truction 1404, "Flexitime," (c_ Interim Instructjon, "Altematjve Work 
dated July l . 1990 h,--~~by cancelled) Sch duJ s (A WS)," undated (her by 

cancelled) 
b U . lnstructi n 1405, 1'1Iours of 

Duty;' dated Jun 23, 1989 (h rchy (d) 5 Code of Federal Regulations, .Part 610, 
cane 11 d) ''Hours 1r Duty" 

USUHS Instruction 1405, 2/2011 



Enclosur 2 

DEFfl\ ITIO~ 

5. L ave. 
Time off during an mpl 's ba i rk 

r quirement which mu ' l , ·har ed Lo an 
appr priate I av cat gorv. 

. our of Duty. 
J1l hours of a day a dail , tour of duty) 

The 2-week p ri 
r ,vhich an empl 

and lh day fan admini trati work k 
( \: eeldy tour r duL ) lhat con ·titute an 
employee's regularly chedul "d 

p rfonn , ork. admfrli trativc v..- rkwc ·k . 

., t w rk 80 h >urs in a pay period 
than IO , rkda. s. 

SUHS l nstru tion 1405 2/2011 



Enclo ure3 

ALTEll.'IATlVE WORK SCH · DUI ES 

Employ cs and 'upL:r i. ors musts lcct on' of the following work schedules: 

I. Ba ic \Vorkweek: Ernplo 1ccs ill work 8 hours a day with 30 minute allotted ti r 
lunch. nom1all Monday through Friday, from 8:00 a.m. to 4:30 p.m. 

Ba ic \Vorl« ·eek with Flexibl Start Time: Employees will work 40 holU's a week. 8 
hours a day. v ilh O minute · allotti.::d Ii r lunch. nom,ally Monday through Friday, within the 
woJ"' hour of 6:.,0 a.m. and 6:00 p.m. Employ es may select a starting time in 15 minute 
intervals ben: een 6:30 a.m. and 9:00 a.m. The v,•orkda_, will end bctwc n 3:00 p.rn. and 6:00 
p.m. One se lected, the work hour:; are fixed and no adjustmems will he made \Vithout prior 
appro al of the approving official. 

' . Compres ·cd Work Schedule (CWS): 
a) 5/4-9 Compressed \\'ork Schedule: Each pay pe1iod, employees will work 5 

day: ne week and 4 day · me week~ eight 9-hour days and one -hour day, v.rit11 me day off 
mployee may I ct a tarting tim in 15 minute interval b tw en the hour of 6:00 a.m . and 

8: a.m. A "'0 minute lunch break will be taken midday. Once selected, the work chedule and 
hour ru fixed until appr al is granled by the appn ving official to hang th work. schedule. 
E ampl s: 

GROUP 1 - Fffi T MONDAY OFF 

M T w TH F AT 'f OTAL WORK HOURS 
X X 9 9 9 9 X 36 

2 T 8 9 9 9 9 T 44 
TOT L 80 

GROlJP 2 - SECOND MON DAY OFF 

WEEK M T w TH F SAT TOTAL WORK HOCRS 
I 8 9 9 9 9 44 
2 9 9 9 9 X 36 
TOlAL 80 

t;SUHS In truction 1405, 2/2011 



Endo ur 3 

GROlJP3- lR, 'TTlJli.. 0 YOFF 

W .~K TOT l. \ )RK IIOl; R 
I X 9 9 9 9 

M w 11 f 
6 

2 X 9 8 9 9 44 
10 ·L 80 

GRO P 4 - F.CO n TUE DAY OFF 

\i EEK . 1 ) \V TH r 'AT OT· L \l RK H 1m. 
I 9 8 9 9 9 X 44 

X 9 9 9 "'6 
Tt\L 0 

GRO 5 - FTR. T 4..0 ~DAY OFF 

WEEK T w TH F T T L ., II .R 
I 9 9 9 9 36 
1 9 9 8 9 9 44 
T T r. 80 

GROUP 6- , ECOND \ F,ONR D YO F 

\ .. ·K T \ T H F TO . L \V I II 1R, 
I 9 9 8 9 9 44 .., 

9 9 9 
T T L 

C.RO 7 - FIR.. T THt;R D Y OFF 

-. ~~ I' W TH F TOTAL\ )RK HOURS 
X 9 9 9 X 9 3 

9 9 8 <) 44 
T T 8 

GROUP 8 - E O D Tl l.RSDA\,, OB• 

WLUK ' M r \. TH F TOT L WORK IT t ·R 
I X 9 9 9 9 44 
2 X9 9 9 ✓ 9 36 
'IOTAL 80 

GROLP 9- Fill "f FRJDAY OFF 

\ EF.K T W TII F T T T L \ 'O 
1 9 9 9 X X 36 

lJS H' Instruction 1405, 2/2011 2 



U:oclosure 3 

X 9 9 9 8 44 
TOT f . 80 

GROUP 10 - SRCOND FRIDAY Ofl'F 

WEE M T w TH F SAT TOTAL\ RK rro 
1 X 9 9 9 9 8 44 
2 X 9 9 9 9 X :'6 
TOT. L 80 

(b 4 Day, 10 Hours A Day Workweek~ Each pay period. employees" ill work I 0 
hours a d~ y. 4 days a week and have 1 day off each week. Employ1ce ma s lect a starting lime 
in 15 minute inlervals bet'vvecn the hour of 6:00 a.m. and 7:30 a.m. A 30 minute lunch break 
will be taken midday. Onces I cred_ the work chedule and houi are fixed until approvaJ i 

rauted by th approving oflicial to change the work schedule. 
Example:: 
0 

Sch dule S M W TU F S Total Work How·~ 

\1onda off X lO 10 10 10 40 

Tu . da ff 10 10 lO 10 X 40 

\V dncsday ff X lO 10 ' 1 10 40 

Thursday off 10 10 10 X 10 X 40 

Friday off lO 10 10 10 X 40 

l:SUHS Instruction 1405~ 2/2011 3 



Endo urc4 

WORK . . H .Dl ,1 RE L · T 

I . ~1E 12. OEPAR I 1 . T I:. DATE 

D a. Ba i Workw eh. 
8 0 163 

D . Ra ·ic W rl.. ,c h. 
(Fl . ibl :lart Time) 

D c. Four Day \\/eek 

INO!C Tr: D r >H· : 

� GR 
Ip I 

� GR ur_ 

� GR lJP "\ 

� iR( l1P4 

� GR llP 

� I{ lp 6 

� GR LIP 

� RC p 

� 'RO IP 9 

(rlR 'T MOl\D y ( ff 

(. r, ( ·o -v10 D v or•) 

{rtR. TT .r. D FF 

( r, 0 JD TUE. L)J\ Y < FF) 

(FIR r \VU>N .'LMY >Fl· ) 

co D \.VE 1\ 1:-. 'IJ,\Y OFJ-) 

FlRSrTLIUR . y < l'F 

·coND ·1 H RSDJ\Y Of-I-") 

FIR "T FRIDAY OFF) 

� UR IP I (SECOND FRIDAY Off) 

5. W rk h< urs fc>r h, 4 and 4d ab ve: 

rom ·1 

7. Datu 8 .. up rvi ·or ignature 9. Date 

10. pprovl:-d Di . approved ,-1-1 . . igna1ure 12. Oat~ 

� � 
w c : PERI D 

Dat 

ll ll J<~orm UO: ( ,HR 



Enclosure S 

PRO(. EDl'RES 

lo 

- · lJ tm L 40 will be kl:pt on 
partm nt timck per nc it 

i~ approved. 

"" . Emplo_ e qu ts ti r p'nnancnt 
famges t an e tablish d w·ork . ch <lul 
mll t b requc 'l d and appr l din ad an , 
using lL t; H, rm l O . Perman nt 
change · will be ffe tiv t th beginning of' 
th ' pay pcri d ollo,\.ing pproval. 

4. upervi rs shall n tify mployec. as 
11 a po ibl in advan of manageml:!nt 

r mis ion required \i rk · hedul change . 

I. FulJ-tirne and part-time cmplO)'C .· 
ma · elect thi w rk hedule pr vide I it 

rad er el. impact the 
n · fth 

2. 1n special and o c ional i.nstan e 
v .. ·ith the prior apprnval of th appropriak 
approving official, th empl yee may alt r 
hi 1cr fixed work hour . Pri r appr al 
musl b blain d l n ach ·casi n. In these 

w rked are within th ta lisbed work 
h ur of 6: a.m., nd 6:00 p.m .. Unle .. the 
requirt!d number of hours arc \ivorked~ th 
em l yee will ch rgcd app priate leave 
for the numb r fr ufrcd h ur he/sh did 
ml work. 

program. 
force must e pre ·em to effecti el condu t 
fht,; busines of th n y. A uid . nn 
m r than 2 p rcent or th · \.\Ork f rce will 
be abs nt on a heduled : '/-./ ' day off. 
Individual w rk ch dul requ , \1 1ill he 
con ·idered and approved within the mis ion 
r q uirem nt · of the ag n y. nee approv d 
th worl· sch dul is fi . d and changes, ·11 
be kept lo a minimum. dditiona l C\V 
pr vi ·i ns ar as r llow : 

I. Wh 'r appli ah! • overtime or 
c m n at ry time ,._.ill he granted to 
civilian mpl l)'t!C. wb p rii rm w rk in 
exces of: 

SUH n truction 1405, 2/2011 



a. 8 h ur: on a s h dul d 8-hour 
w rk<la.,. 

b. 9 hour n a ch dul d -h ur 
w rkday, 

. IO hour · n a h dul d I 0-bour 
w rkda •. or 

d. 80 h u in biw kl pay period; 

4. Training. Fmpl ·ee wiJI revert to 
ha:ic workw k fi r th pay p ·ri d s while 

n train.in o: 

5. Leave: 

a. Annual or~ =..:=.:::!!..!...::::.:. 

b. Milita I~ During periods of 
appr v d military lcav empt yee will 
n:: ven to a bu ·i · workweek f r the pay 
p ·ri d( ) while 11 military lt:ave, or 

c. 'otu1 Lea . During r'ods of 
ourt I ave empl 1yees \\~II re, 11 to ab ic 

'"'orJ..."" k for the p·ty p ri d ) :vhilc n 
court lea\'e· 

Endo urc, 

·11 he the 

nonv"·orkday other th n 'unday, th .. la! 1 

h .. dulcd work y pr eding the holida 1 

will be 1he mployc '· "in lieu of' holida_ . 
F r example. wh n n empt 1c' i regular! · 

hcduJ d to\\. rl-. Tu sda; thr ugh Friday 
anti \,t nday i • a h Ii lay. 1h empl ye 's "in 
Ii u r• holiday will c th pr ccclin Frida_: 
s /\ttachm 'nt I; 

u of" Sundavs 

a. \Vh nan cmployc i re uJarly 
chcduJ d t \\' ri-. on a Sumfav an ''in li u 

of~' :unda: will bed• ·ignated . Th second 
n lll\ orkday out id of an 'mpl 
administrative , · rkwc .. k , ill bt: de i nat d 
a th cmplo_ 1.: ' "in Ii ·u ol", unda_. For 
xample, an empt >ye ' admini trativ 

w rkweek is Thursday thr ugh Monday: 
Tu day and W Jncsda ·ir nonw rkday ·. 

lISUHS In ·truction 1405 2/2011 2 
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Wedne day (the ~cond nomvurk<lay outi-ide 
f the emplo., ce's < dministrative worl ,veek) 

wi ll be designated a · the empl yee's "in lieu 
or' w,day or 

b. When a holida fa.lL on an 
cmplo_ ee's de ·· ignaLed "in lieu of' unday. 
I.he n xt scheduled w rkday will be 
de ignated as U1c employe '. 'in lieu or 
holida . For c ·ample. an employee's 
administrative workweek is lhursda_ 1 

through Monday. \~lcdncsday i. designated 
as the ~mployce'. "in lieu of' Sunday. \\·11en 
ah liday falb on \Vedne day, the 
empl lyee' "in Ii u of'' holiday \Viii he 

hursda.., (th employe .. •s ne ·t regularly 
"chcdulcd , ·orkday)~ 

Enclosure 5 

8. Pay for Holiday \.Vork. A full-timt 
employee on a CWS who perform 
nonovertime \Vork on a holida)' or a day 
de ·ignaled a· the "in lieu of' h Iida will 
be paid basic pay plus prcmiwn pa, qual lo 
his/her rate of ha-.ic pay, [t)r the number of 
h lurs worked on that day· and 

9. Pay for Sundnv Work. A r·ull-Lime 
empt yee on a CWS \vho pe1forms 
nonovertime work luring a tour of du( , a 
part of which i p rf'ortned on Sunday, will 
b paid , unda, premium pay for the munb r 
of hour worked on that day. 

JSUHS I ostruction 1405, 2/2011 3 
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Enclosure 5 
Attachment 1 

DETER.MINI G HOLIDAY' D :R COMPRE ED \VORK SCHEDULE (c~.: ') 

E MPLE A-JlOLLl}AY FALLS ON A SCHEDt.:LED WORKDAY 

WcEKS 'UN 11 T W TH F SAT TOT WORK.It LTRS 
I X 8 9 H 9) 9 9 44 
2 X 9 9 9 9 X 36 
TOTAL 80 

ln this e ample. the holiday faJls n \iVcdJ1 sday (re ular workday) of \Ve k I _ This scheduled 
, orkday is the cmpl y c' holiday. 

EXAMPLE B- I lOLWA Y FALLS ON SUNDAY ~O1\"VORKO Y) 

WEEK' 'UN ~1 T \V TlT F S. T OT AL \:\·'OJ 110 JR"' 
1 X 8 9 9 9 9 X 44 
2 X Il(9) 9 9 9 X 36 
TOT 80 

In [his exampl . Lhe h liday fall on Sunday of Week 2. The next regularly sch duJcd w rkda, 
Tuesday folio\ ing t11 employee CWS nonworkd.ay is the empl yee' · holiday. 

F.XAI\O>LF, C- HOLIDAY U'ALLS 0:."I A NONWORKDAY OTHRR THAN l 0 1_ Y 

W· ·K u \1 T W TH F ,AT TOTAL WORK HOL: R., 
l X 8 9 9 <) 9 {II) X 44 

, 9 2 9 9 9 X 36 
TOTAL 80 

I 11 Lhis example, lhe holiday fall n Monda} of W k 2, whii.:h is the emp) yee · · . W 
nonworkday. 'he la t s hcdul d \\'ork<lay Friday preceding the holiday crnploycc·s holiday. 
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