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LESSON 16

HOURS OF DUTY

OVERVIEW_______________________________________________________ 

Introduction
The supervisor sets the employees’ tour of duty.  Changes in individual workdays or shifts may be made to meet operational requirements.  Notice must be given when employees are assigned to a different tour of duty or hours of work.  Authority for establishing and changing tours of duty is delegated to the Commander and may be further delegated down the chain- of-command.  Additional guidance can be found in local policies, Operating Memorandums, or Union contracts. 
 _____________________________________________________________________________

Purpose
The purpose of this lesson is to provide an overview on how hours of duty, work schedules and holidays are administered for Department of Army civilian employees. 
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Objectives

After completing this lesson you should be able to – 

· Recognize the definitions for some of the common terms dealing with hours of duty

· Identify the responsibilities assigned to Commander’s and supervisor’s

· Explain the various elements that comprise hours of duty

_____________________________________________________________________________
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__________________________________________________________________

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. 

______________________________________________________________________________

Responsibilities
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· Establish core hours

Supervisory Responsibilities 

· Establish work schedules

· Inform pay technicians of any changes in hours

· Submit necessary personnel actions

______________________________________________________________________________

_____________________________________________________________________________

Basic Work Week  
Generally the Department of Army’s basic workweek starts at 0001 on Sunday and goes through 2400 on Saturday.  It consists of 40 hours for full time employees. 
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Pay Period
A pay period consists of two consecutive workweeks.  There are 26 pay periods in each calendar year. 

______________________________________________________________________________
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The federal government defines a work schedule as the hours of a day and the days of an administrative work week 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  

· Flex Schedules  
The 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 as established during which employees have the option of selecting and varying their starting and quitting times within limits set by management for the organization or installation.  The two requirements of any flexible work schedule program are:  

· employees must be present during core time

· employees must work the number of daily hours for which contracted.
Work Schedules (continued):

· Compressed Work Schedules
Compressed work schedules have a basic work 

requirement of 80 hours in a biweekly pay period for full-time employees.  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.  

· Shifts & Other Arrangements
Management may establish any shift or tour of duty (40 

hour week) needed to get the job done.  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 - the 4th Thursday in November  

Christmas Day - December 25th

PRACTICAL EXERCISE #16 – HOURS OF DUTY

Review the terms and definitions listed below and then match the definitions to the correct term by placing the appropriate letter in the answer box that is next to the definitions.

Terms


  Answer



Definitions

Seasonal

(A) a change from part time to full time or vice versa



Part time

(B) the hours of a day and the days of an 

       administrative workweek that the 

       employee is scheduled to work

              

Change in hours

(C) a work schedule which requires the 

      employee to work on an irregular basis for

      which there is no prearranged tour of duty

              

Basic workweek

(D) a decrease or increase in a part time work 

schedule



Compressed work schedule

(E) a tour of duty between 16 and 32 hours



Tour of duty

(F) a schedule where an employee works 80 

      hours in less than 10 workdays

       

Intermittent

(G) where an employee works on a re-

occurring basis for less than 12 months 

      (or 2087 hours) each year

         

Change in work schedule

(H) starts at 0001 hours on Sunday and goes 

      through 2400 hours on Saturday.  Consists

      of 40 hours for full time employees
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