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Summary.  This regulation provides guidance for the administration of the Compressed Work Schedule. 

  

Applicability.  This regulation applies to all full-time Federal employees of the Maine Air National Guard (MEANG). 

  

Impact on Unit Manning System.  This regulation does contain policies that affect the Unit Manning System. 

  

Interim Changes.  Interim changes to this regulation are not official unless they are authenticated by the Human Resources Office (HRO). 

  

Suggested Improvements.  The proponent of this regulation is the Maine National Guard, Human Resources Office.  Users are invited to send comments and suggested improvements directly to Military Bureau, ATTN: HRO, Camp Keyes, Augusta, Maine 04333-0033. Bargaining unit employees are requested to forward comments and suggested improvements to their Labor Organization. 
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  CHAPTER 1 

GENERAL 

  

1.1 Purpose 

  

To improve productivity in the Maine Air National Guard, provide greater service to the public, and increase the morale of employees. 

1.2 References   

  

Related publications are listed as follows: 

  

    a.  5 USC, Chapter 61 (Subchapter II) 

  

    b.  5 CFR, Chapter 1 (Subchapter B), Part 610 (Subpart D)   

  

1.3 Explanation of Terms 

  

    a.  Compressed Work Schedule (CWS).   A work schedule designed to complete 80 hours of work in either 8 or 9 workdays within the biweekly pay period. 

  

    b.  Biweekly Pay Period.   The 2-week period of work that an employee receives pay. There are 26 pay periods in a calendar year. 

  

    c.  Tour of Duty.   The number of workdays and work hours within a biweekly pay period that totals 80 hours.  Under this regulation the tour of duty may consist of either eight 9-hour workdays and one 8-hour workday (this is commonly referred to as the 5-4/9 schedule), or eight 10-hour workdays split evenly between both weeks in the pay period (this is commonly referred to as the 4/10 schedule). 

  

    d.  Work Unit.   An entity located in one place with a specific mission, uniform procedures or technology, and headed by a supervisor or manager authorized to approve time and attendance, and leave (i.e., Inspection Docks, Flightline, Motor Pool, etc.). 

  

e. 5-4/9 Schedule.   A work schedule where 80 hours of work are performed in 9 workdays. 

f.    4/10 Schedule.    A work schedule where 80 hours of work are performed in 8 workdays.

  

    g.  Compressed Day Off.  Based on a traditional Monday-Friday workweek, a compressed day off is a regular workday within a pay period that an employee takes off without charge to leave.  In the case of a 5-4/9 schedule, a compressed day off is earned in the pay period by working eight 9-hour days and one 8-hour day within the same pay period.  In the case of the 4/10 schedule, a compressed day off is earned each week of the pay period by working four 10-hour days each week of the pay period.
h. Non-Workday.   The days in a pay period an employee is not scheduled to work.  In a traditional Monday-Friday workweek, this is Saturday and Sunday.  In a compressed work schedule, the non-workday can be any day of the week as determined by the supervisor.  Non-workdays other than Saturday or Sunday will be administratively designated as “in lieu of Saturday” or “in lieu of Sunday” for the express purpose of determining the “in lieu of holiday”.  See paragraph 2.4(c).      

1.4 Termination of the Program 

  

    a.  The Adjutant General may terminate the CWS when one of the following conditions exists: 

  

        (1)  Reduction in productivity; 

  

        (2)  Diminished level of service to the public; 

  

        (3)  Increased operating expenses; 

  

        (4)  Operational necessity. 

    b. If the Adjutant General finds adverse agency impact aligned with, but not limited to the reasons above, and elects not to continue a specific schedule within a workplace or the MEANG as a whole, representatives of the MEANG and the Labor Organization will meet and negotiate over the decision to terminate compressed work schedules as specified.

  

1.5  Temporary Duty (TDY)   

  

Supervisors with employees in planning a TDY assignment shall attempt to predict which work schedule shall align with the anticipated work schedule at the TDY location.  If the TDY work schedule is different from their current work schedule the supervisor must notify the Civilian Pay Section in the Finance Office prior to submitting Time and Attendance (T&A) cards. 
  

1.6  Work Hours 

  

    a.  The Human Resources Office.  Provide customer advice and assistance to employees, supervisors, and managers on policies and procedures relating to the Compressed Work Schedule. 

  

    b.  Director of Staff / Wing Commander.  Monitor CWS to ensure mission requirements are not being substantially disrupted or additional costs are not being incurred. 

  

    c.  Labor Organization.  Represent all bargaining unit employees affected by the procedures of this regulation.  Concerns from bargaining unit employees about the application or interpretation of this regulation shall be processed according to the grievance procedure in the Negotiated Agreement.

    d.  Supervisors. 

  

        (1)  Ensure proper coverage to accomplish the mission; 

  

        (2)  Continually monitor the effectiveness of the program and establish metrics to measure the effectiveness of the program.  
  
  CHAPTER 2 

ADMINISTRATIVE PROCEDURES 

  

2.1  Participation 

  

    a.  Each work unit supervisor must decide if the CWS program can work effectively in their workplace.  It may not be effective in every situation and for every employee.  Even within each work unit there may be positions that are appropriate for CWS and others that are not.  The program is not intended to be the answer to every scheduling problem, but rather an option for supervisors to consider when deciding how best to meet the needs of the mission and employees. 
     b.  Employee participation.  

          

        (1)  If an employee's position within the work unit is not conducive to the CWS, or if they require supervision that is unavailable due to the schedule, they may not be allowed to participate.  Careful thought and consideration must be given before deciding to implement. 

  

        (2)  When a work unit supervisor has determined a CWS can work effectively in the work unit, it must be decided whether the employee is participating at their option or as part of a total team.  There may be work unit situations where the mission dictates a total team presence to properly implement a CWS.  However, this is not a "majority rules" situation and no individual may be forced to work a CWS in the case of a personal hardship.  Personal hardships include, but are not limited to, coordinating existing car pool arrangements; meeting school schedules for dependent children including child care providers; and health problems with family members.  In situations where the employee claims a personal hardship to be excluded from working a CWS, the employee should submit a written statement outlining the specific problem.  The supervisor shall agree with or reject the hardship. When, and if, the situation for the exclusion from working a CWS no longer exists, the employee will notify the supervisor immediately.  The employee may have their schedule changed to fit a CWS tour of duty.        

        (3)  Once on a CWS, employees will not be allowed to switch back and forth between work schedules.  When authorized, changing work schedules must be done in conjunction with the beginning and ending of a pay period. 

  

2.2  Hours of Work 

a. Hours of work, non-workdays, and compressed day(s) off will be scheduled by supervisors.  Supervisors shall consider the needs of both the mission and the employee, and shall consider volunteerism of employees when assigning work schedules.  Schedules should allow long term predictability to employees.  A standard schedule is encouraged, but may not be possible in every situation or work unit; therefore, supervisors may use discretion to accommodate the uniqueness of their work place.  In some cases, schedules may be staggered to provide for complete coverage.  
    b.  Flexitime will not be used in conjunction with the CWS option. 

  
2.3  Adjustment to Compressed Work Schedules  

  

Supervisors may make adjustments to an employee's CWS.  Employees in bargaining unit positions will be notified of temporary or permanent changes to a tour of duty in accordance with the Negotiated Agreement.  On occasions, adjustments may be made without notice if urgent needs arise. Adjustments include exchanging the compressed day off (only within the biweekly pay period) or adjusting the starting and ending times.  When possible, employees will be notified of the change in advance. 
2.4  Holidays 

a. In the case of the 5-4/9 schedule, the 8-hour day within the pay period should remain unchanged and unaffected when observing a holiday.  All non-workdays in either 5-4/9 or 4/10 schedule shall remain unchanged and unaffected when observing a holiday.

b. If a holiday falls on a regularly scheduled workday, the workday is the employee’s holiday and the number of hours the employee is scheduled to work, is the number of hours observed as the holiday.  For example, if Thanksgiving falls on a regularly scheduled 10-hour workday, the employee receives 10 hours of holiday leave as appropriate. 
c. The chart below can be used to determine a fulltime employee’s legal public holiday when the statutory holiday falls on a non-workday.  Consult the HRO Employee Benefits or Labor Relations Specialist if questions arise.   

	If The Employee's Schedule Is:
	And The Holiday Falls On A Saturday (Or On A Day Other Than the Non-Workday Scheduled Instead Of Sunday--See Note 1), the “In Lieu Of Holiday” Is:
	And The Holiday Falls On A Sunday (Or On The Non-Workday Scheduled Instead Of Sunday--See Note 1), the “In Lieu Of Holiday” Is:

	Monday-Friday
	Friday per 5 U.S.C. 6103(b)(1) 
	Monday per Section 3(a) of Executive Order 11582, February 11, 1971

	Other than Monday-Friday including a compressed schedule 
	The preceding workday per 5 U.S.C. 6103(b)(2)
	The following workday per Section 3(b) of Executive Order 11582, February 11, 1971


Note 1:  The statute assumes that when an employee's non-workdays are other than Saturday and Sunday, the agency will designate one of the employee's non-workdays as the non-workday scheduled "in lieu of Saturday / Sunday."  See paragraph 1.3(h).
d. Administrative leave granted by the Adjutant General will be observed as noted in the annual HRO policy.  Any employee required to work will receive regular pay and administrative leave is authorized to be taken at a mutually convenient time within the pay period.  If the designated administrative leave day is a regularly scheduled day off for full-time employees, or falls on an “in lieu of” holiday per paragraph (c) above, administrative leave will be allowed on another day within the pay period or a soon as practical.  Administrative leave is authorized for part-time employees only if the administrative leave day falls on a regularly scheduled workday.

2.5  Record Keeping 

  

    a.  Time and Attendance (T&A) cards will be annotated and submitted in accordance with current directives.  Duty hours posted will be the employees' work schedule. 

  

    b.  Changes to an employee's work schedule must be submitted to the Civilian Pay Section in the Finance Office prior to submitting the T&A card that reflects that change. 

FOR THE GOVERNOR:

                                                                                                JOHN W. LIBBY

                                                                                                Major General, MEARNG

                                                                                                The Adjutant General

 

OFFICIAL:

  

ERIC W. LIND

Lt Col, MEANG

Human Resources Officer
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