CHAPTER 16

  
    HOURS OF DUTY 

(Ref.  Title 5 US Code, Chapter 61; Title 5 CFR  610;

DOD CPM Chapter 600.610; and AR 690-990-2, book 610)

This chapter addresses the supervisor’s authority to establish and change tours of duty.  The supervisor sets the employees’ tour of duty.  Generally work is scheduled on the same hours each day.  Changes in individual workdays or shifts may be made when dictated to meet operational requirements.  Notice must be given when employees are to be assigned to a different tour of duty or to different hours of work.  Advance notice requirements vary from installation to installation due to local policy; Union-Management negotiated agreements; the nature of work; local requirements, and many other factors.  Authority for establishing and changing tours of duty is delegated to the commander of any activity employing civilian personnel and may be further delegated down the chain of command.  

Key Terms

Tour of Duty – means the hours of a day and the days of an administrative workweek that the employee is scheduled to work.  

Compressed work schedule – refers to a tour of duty where an employee works 80-hours in less than 10 workdays.  

Part time – A part time tour of duty refers to a regularly scheduled workweek of between 16 and 32 hours.

Intermittent – An intermittent work schedule which requires the employee to work on an irregular basis for which there is no prearranged tour of duty. 

Seasonal – A seasonal work schedule is used when an employee works on an annual recurring basis for less than 12 months (or 2,087 hours) each year.  An example would be an employee who works in a National Park where operations are closed during winter months. 

Change in Work Schedule – a change from part-time to full-time or vice versa. 

Change in Hours – a decrease or increase in part-time work schedule. 

Basic Workweek

Generally, Department of Army’s basic workweek starts at 0001 on Sunday and goes through 2400 Saturday.  It consists of 40 hours for full time employees.  The regular tour of duty is five 8-hours days, Monday through Friday. 
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Pay Period

A pay period consists of two consecutive workweeks.  There are 26 pay periods in each calendar year. 

Work Schedules

The federal government defines a work schedule as the hours of a day and the days of an administrative workweek that constitute an employee’s tour of duty.  Supervisors establish work schedules based on criteria to include work requirements and funds availability.  There are a number of various work schedules some of the most common are: full-time, part-time, intermittent,  and seasonal. 

Flexible Schedules

The basic flexible work schedule concept is a simple one.  A flexible schedule splits the work day into two types of time: core time and flexible time.  During core time all employees must be at work.  Additional periods of flexible time are established during which employees have the option of selecting and varying their starting and quitting time within limits set by management for the organization or installation.  The two requirements of any flexible work schedule program are:  (1) employees must be present during core time; and (2) employees must work the number of daily hours for which contracted.  For example – a 40 hour work in the case of a full-time employee or a lesser number of hours for a part-time employee.  Beyond these minimal requirements, the precise working hours can be established in whatever way is consistent with accomplishment of the organization’s operational needs, the wishes of the employee and any legal or regulatory restrictions.  

Compressed Work Schedules

Compressed work schedules have a basic work requirement of 80 hours in a biweekly pay period for full-time employees.  For part-time employees, the basic work requirement is less than 80 hours which may be scheduled for less than 10 workdays.  For all compressed work schedules, the tour of duty is arranged in such a way that employees on these schedules will fulfill their basic work requirements in less than 10 workdays during the biweekly pay period.  Two common types of compressed work schedules are: a four-day workweek which allows the employee to work four 10-hour days in a week or a 5-4/9 plan which permits an employee to work eight 9-hour days and one 8-hour day over two weeks to comprise 80 hours over a pay period.  

Shifts and Other Arrangements

Management may establish any shift or tour of duty (40 hour week) needed to get the job done.  It is common to have three 8 hours shifts in a 24-hour day in computer operations, power generating plants, police and other organizations with a round-the-clock mission. Also common are workweeks other than Monday through Friday where the mission requires staffing seven days a week.  When operational needs change, management is entitled to add, delete or alter the hours of established shifts. 
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Holidays

There are currently ten legal public holidays: New Years Day, January 1; Martin Luther King Jr.’s birthday, the 3rd Monday in January; Washington’s birthday, the 3rd Monday in February; Memorial Day, the last Monday in May; Independence Day, July 4th; Labor Day, the 1st Monday in September; Columbus Day, the 2nd Monday in October; Veterans Day, November 11th; Thanksgiving Day, the 4th Thursday in November; Christmas Day, December 25th. 

QUESTIONS AND ANSWERS 

Q:  Who has the authority to approve tours of duty or changes in tours of duty? 

A:  The authority is delegated from the activity commander, typically all the way to the immediate first line supervisors. 

Q:  Is it possible to have more than one tour of duty in an office? 

A:  Yes, supervisors may need to establish different tours of duty to provide for office coverage or other reasons essential to operations. 

Q:  Is it possible for employees to work without a regular scheduled tour of duty? 

A:  Employees who work in positions where the duties are performed on an “intermittent” basis occupy positions where it is not practical to establish a regular scheduled tour of duty. 

Q:  Is it possible for permanent employees to be on a tour of duty that is less than 40 hours per week?  

A: Yes, it is possible.  The Part Time Career Employee Act allows employees to have scheduled tours of duty of no less than 16 hours a week and no more than 32 hours per week.  

Q: Under what conditions may a lunch period be included in the employee’s tour of duty? 

A:  When three, eight-hour shifts are in operation and an overlapping of shifts to permit time off for lunch is not possible, a lunch period may be counted as time worked for which pay is allowed.  This lunch period is not to be considered as duty free time as employees must spend the time close to their work stations. 
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Q:  Can an employee’s tour of duty be adjusted for religious observances without charge to leave? 

A: Yes, employees whose personal religious beliefs require their absence from work, may have their work schedules rearranged without charge to leave.  

Q:  Can an employee use their lunch period or break time to arrive late or to leave early? 

A: No, employees may not use either lunch or break time to arrive late or to leave early from work.  

Q:  Do supervisors have to be present when employees are working or are the employees allowed to work unsupervised?

A: Supervisors are not required to be present for every minute the employee is working.  For example, if employees are working on different flex schedules or if they are working shift work, it would be impossible for a supervisor to be present every minute.  While the supervisor need not be present, they must have knowledge that the employee has worked the prescribed number of hours.  
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