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A. Primary Features

A.1. What is the purpose of NEWFlex?

NEWFlex is a work schedule designed to provide employees maximum flexibility to manage their workload and balance the work and home lives.  As you read through this document, if something sounds less flexible to you than what you are used to that’s a clear indication that you need to ask a question to understand how this work schedule differs from other work schedules currently available to you.

A.2. What are my responsibilities as an employee?

NEWFlex focuses on achieving results.  Where and when you do your work is up to you.  Along with great flexibility comes employee accountability.  You are responsible for getting your work done, for meeting your supervisors expectations for quality and timeliness of work, for being where you need to be in order to get your work done regardless of what your work schedule says, and for obtaining the information you need to get your job done.  These are your responsibilities and no one else’s.  
A.3. What are the primary features of NEWFlex?

NEWFlex is a flexible work schedule (FWS) with the following features:


· These schedules, like all other work schedules, are subject to supervisory approval based on work requirements such as office coverage, training, or participation in collaborative projects, as well as based on a need for direct supervision for less than satisfactory performance or identified time and attendance issues.

· As before, Mondays through Fridays are the permissible workdays.  Saturday workdays may be approved at the sole discretion of the Executive Director for Headquarters Operations or delegee.


· Employees may account for up to 12 hours a day, including regular hours, leave used, excused absence used, compensatory time off used (regular, religious, and Special Compensatory Time Off for Travel used), and credit hours earned/used.  The following are not subject to the 12 hour daily maximum:  overtime work, whether the employee requests overtime pay or regular compensatory time off; religious compensatory time off earned; and, Special Compensatory Time Off for Travel earned.  Employees may not work more than three 12-hour days in a row.


· “Core Hours” – i.e., the time that an employee must either work or officially account for if not worked (for example by taking leave, by taking compensatory time off, or by using credit hours) –  is from 10:30 a.m. to 1:30 p.m. each Wednesday.  We chose this time to facilitate scheduling of meetings and to ensure timely completion of time cards so that everyone will get paid.

· Workdays may begin as early as 6:00 a.m. and may end as late as 8:00 p.m. (or as late as 11:00 p.m. at the sole discretion of the Executive Director for Headquarters Operations or delegee.

· The number and clock hours of work need not be the same each workday.  For example, an employee may request a work schedule that includes three hours of work on Mondays from 2:00 p.m. to 5:00 p.m. and six hours of work on Tuesdays from 9:00 a.m. to 3:00 p.m. (as well as a total of 62 hours of work on other days in the pay period for a total of 80 hours of work that pay period).


· Hours worked may be split, i.e., noncontinuous work schedules are permissible.  For example, an employee may request to work Mondays from 8:00 a.m. to
12:00 p.m., followed by a three hour break, followed by another work period from 3:00 p.m. to 7:30 p.m.


· An enhanced “gliding schedule” feature is included in NEWFlex.  This means that, subject to work requirements, employees may arrive/depart up to one hour before or after their scheduled arrival/departure times, but not earlier than 6:00 a.m. and not later than 8:00 p.m. (unless the Executive Director for HQ Operations, or delegee, permits the workday to end later, as late as 11:00 p.m.).  Work requirements that may preclude an employee from gliding his or her schedule on a particular day include, but are not limited to, scheduled meetings, scheduled conference calls, and/or collaborative work, in which an employee is expected to participate. 


· More than six continuous hours of work requires a minimum 30 minute unpaid meal break.


· As before, there is no limit on the number of credit hour an employee can work, as long as the total hours worked does not exceed 12 hours for three consecutive days.  The 24 hour (prorated for part-time employees) limitation on carrying over credit hours from one pay period to the next has not been eliminated because this is a Federal-wide rule.


· Full-time employees receive 8.0 hours of holiday pay for nonwork on a holiday as a matter of Federal-wide rule regardless of how many hours the employee would have been scheduled to work had the day not been a holiday.

· As before, employees are not entitled to night premium pay for nonovertime work or for Sunday premium pay.
· A NEWFlex work schedule may be combined with up to 3 days or 24 hours of telework per week.


B. Participation & Enrollment
B.1.   
Is everyone in HQ Operations eligible to participate?

All employees who are on full-time or part-time work schedules are eligible to participate including nonsupervisors, Senior Level employees, Team Leaders, supervisors, and Senior Executive Service (SES) managers (by Office of Personnel Management regulation, however, SESers are prohibited from participating in the Credit Hour Program).  
B.2.   
What is the earliest date that I may request and begin working NEWFlex?

You may request a NEWFlex schedule by submitting a Headquarters Work Schedule Tour Request (Form NHQ308) to your supervisor.  
As the form is not designed for this program, please indicate NEWFlex in the Employee Remarks section of the form.  If you are planning to work a split schedule, you will need to enter two arrival times and two departure times for that day.  For Example:
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Arrival
	6:00 AM

3:00 PM
	6:00 AM

3:00 PM
	6:00 AM

3:00 PM
	6:00 AM

3:00 PM
	6:00 AM

3:00 PM

	Departure
	12:00 PM

5:00 PM
	12:00 PM

5:00 PM
	12:00 PM

5:00 PM
	12:00 PM

5:00 PM
	12:00 PM

5:00 PM


You may submit your request as early as November 1, 2012.  Your supervisor will communicate his or her decision to you no later than 10 workdays after you submit your request.  

You may begin working an approved NEWFlex schedule as early as the first full pay period following the date your supervisor approves the work schedule.
B.3.   
If NEWFlex is approved, must I submit a new request each pay period?
 

No, you are to submit a new request only if you wish to request or if your supervisor requires a change (irrespective of credit hours) to your previously approved work schedule (whether the change is to a different NEWFlex work schedule or to a different type of work schedule entirely such as CWS).  A new request is not required for a one pay period change associated with formal training or a holiday.


You are to submit your request prior to the first day of the pay period in which the requested or required new work schedule will become effective.  In situations where you are required to change your work schedule, your supervisor will notify you as far in advance as possible and will consider any personal needs and/or preferences that you share.


B.4. How may I receive assistance or provide comments on NEWFlex?
Your are encouraged to discuss issues with your supervisor, T&L timekeeper for NEWFlex issues, as appropriate.  As new questions are asked that are of general interest, these FAQs will be updated to reflect those questions and answers..

A NEWFlex Program Evaluation Survey will be sent electronically for you to formally provide feedback about your experiences with and the effectiveness of NEWFlex.
C. Compressed Work Schedules
C.1. I work a 5-4/9 Compressed Work Schedule (CWS).  May I remain on that schedule and also take advantage of NEWFlex flexibilities?
No, CWS and FWS are different in a number of ways.  For example, as a matter of law, credit hours and gliding schedule features are permissible only under an FWS.


Although you may not remain on a 5-4/9 CWS and take advantage of NEWFlex flexibilities, you may submit a request to your supervisor to request a NEWFlex schedule that mirrors a 5-4/9 CWS
 and that takes advantage of NEWFlex flexibilities  The following chart depicts a 5-4/9 NEWFlex work schedule that contains workdays beginning at 6:00 a.m. (a 5-4/9 CWS workday may not begin earlier than 6:00 a.m.)
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am- 3:30pm*

9.0 (REG)
	6am-2:30pm*

8.0 (REG)
	

	Week 2
	
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	
	


*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.
C.2. May I request a NEWFlex work schedule that mirrors my 5-4/9 CWS and may I also request participation in the Credit Hours Program?
Yes, with any type of NEWFlex work schedule, non-SES employees may request to earn and use credit hours as early as 6:00 a.m. and as late as 8:00 p.m. (or as late as 11:00 p.m. if the Executive Director for HQ Operations or delegee approves).

Note that the number of hours for which you may account in a day may not exceed 12, including regular hours, leave used, excused absence used, compensatory time off used (regular, religious, and Special Compensatory Time Off for Travel used), and credit hours earned/used.  Additionally, an employee may not work more than three 12-hour days in a row.

In addition to submitting a new request to your supervisor to request a NEWFlex work schedule that mirrors a 5-4/9 CWS, you must submit a written request to earn and/or use credit hours each pay period that you wish to do so.  This request may be made by e-mail.  Your request must specify the days and clock hours of your planned credit hour earning/ use and you must obtain your supervisor’s written approval before you earn/ use the credit hours.  If it is impractical to request and obtain prior written approval, you may request and obtain prior oral approval, subject to subsequent written confirmation.

Employees will continue to record and supervisors will continue to review and approve actual credit hours earned and used in WEBTADS.
The following chart depicts a 5-4/9 NEWFlex work schedule with 24 credit hours earned (this is the maximum credit hour balance that full-time employees may carry over from one pay period to the next).
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	6am-3:30pm*

   9.0 (REG)

3:45pm –600pm

3 (CRED)**
	6am-3:30pm*

   9.0 (REG)

3:45pm –6:00pm

3 (CRED)**
	6am-3:30pm*

   9.0 (REG)

3:45pm –6:00pm

3 (CRED)**
	6am-3:30pm*

   9.0 (REG)

3:45pm – 6:00pm

1 (CRED)**
	6am-2:30pm*

8.0 (REG)

2:45pm – 6:00pm

4 (CRED)**
	

	Week 2
	
	6am-3:30pm*

   9.0 (REG)


	6am-3:30pm*

   9.0 (REG)
	6am-3:30pm*

   9.0 (REG)
	6am-3:30pm*

   9.0 (REG)

3:45pm –5:15pm

1.5 (CRED)
	6:00am – 5:00pm*

11.5 (CRED)**

                            ***
	


*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.

**Employee may not work more than 12 hours a day and may not work more than three 12-hour days in a row.
***Credit hour balance may not exceed 24 hours for the pay period.


D. 8-Hour Daily Work Schedules
D.1. I am currently on an FWS working 8 hours each day.  May I continue this schedule and request that my workdays begin at 5:00 a.m.?
Yes, you must complete and submit to your supervisor a new NHQ308 requesting this schedule as reflected in the following chart.


NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	

	Week 2
	
	6am- 2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	6am-2:30pm*

8.0 (REG)
	


*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.



D.2. May I request the schedule mentioned in D.1. above and also request participation in the Credit Hours Program?

Yes, as mentioned in C.2. above, non-SESers may request to earn and use credit hours with any type of NEWFlex work schedule.  The following chart depicts an
8 hour/day NEWFlex work schedule and 24 credit hours earned (the maximum credit hour balance that full-time employees may carry over from one pay period to the next).

NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	6am-9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	6am-9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	6am-9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	6am-9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	6am-9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	

	Week 2
	
	6am- 9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	6am- 9am

3.0 (CRED)

9am-5:30pm*

8.0 (REG)
	9am- 8am

3.0 (CRED)**

9am-5:30pm*

8.0 (REG)
	6am-2:45pm

8.0 (REG)

	6am-2:45pm

8.0 (REG)


	


*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.
**Credit hour balance may not exceed 24 hours for the pay period.
E. Time Reporting
E.1.   What information does my supervisor need to assist me with time reporting?

  
Employees must submit to their supervisors a NHQ308 before the beginning of the pay period in which the NEWFlex work schedule becomes effective (this is not required for a one pay period change associated with formal training and/or a holiday).

As mentioned previously, if employees work and/or use credit hours during a pay period, they are require to submit a request to their supervisor by e-mail prior to working the credit hours.

E.2. I was not able to work the hours I established in my NEWFlex work schedule.  What are my options?  

If, on any given day, you did not work the clock hours established as your approved work schedule and you did not glide, you usually
must account for the time as leave used, credit hours used, some form of compensatory time off used, or a combination of these.  
E.3.   
What’s the maximum number of hours I may report on a day?

Employees may account for up to 12 hours per day including regular hours, leave used, excused absence used, compensatory time off used (regular, religious, and Special Compensatory Time Off for Travel used), and credit hours earned/used.  The following are not subject to the 12 hour daily maximum:  overtime work, whether the employee requests overtime pay or regular compensatory time off; religious compensatory time off earned; and, Special Compensatory Time Off for Travel earned.
E.4.   
What constitutes overtime work under the NEWFlex program?

This is work outside of the employee’s work schedule that is ordered or requested/approved and that exceeds 80 hours a pay period (or that exceeds 8 hours a day or 40 hours a week for part-time employees).  Excess work that is requested/approved for non-SESers may instead be compensated by credit hours earned (subject to other restrictions on credit hours mentioned elsewhere in this document).
 
Overtime pay and regular compensatory time off (as well as other forms of premium pay) are subject to statutory, biweekly and annual caps.  SESers may not receive any form of premium pay including overtime pay or regular compensatory time off.
E.5.   
How do I record my time on holidays?

When the holiday falls on a full-time employee’s scheduled day of work (a day on which the employee would have worked nonovertime had it not been a holiday), he or she claims 8 hours of holiday pay (time off) on the timesheet regardless of how many nonovertime hours the employee would have worked on that day had it not been a holiday.

If, absent the holiday, you would have worked fewer or more than 8 non-overtime hours on the day, you will need to request supervisory approval of an adjustment to your work schedule by e-mail, or will need to take time off via leave, etc., to account for a corresponding number of fewer or greater non-overtime hours on another day(s) in the pay period (the number of non-overtime hours for which the employee accounts in the pay period must equal 80), as appropriate.  Your supervisor will approve the requested adjustment or recommend an alternative such that you will not be disadvantaged.

When the holiday falls on a part-time employee’s scheduled day of work, he or she claims time off equal to the number of nonovertime hours that he or she would have worked on that day had it not been a holiday, not to exceed 8 hours.  Part-time employees may not claim time off when a holiday falls on a day that they would not have worked nonovertime had that day not been a holiday.


The following chart depicts a full-time employee’s NEWFlex work schedule during a period that includes a holiday on the second Monday of the pay period.  In this example, a work schedule adjustment, leave, etc. are not required because the employee would have been scheduled to work 8 nonovertime hours on the second Monday of the pay period if it had not been a holiday. 
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am- 3:30pm*

9.0 (REG)
	

	Week 2
	
	7:30am-4:00pm*

8.0 (HOL)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	6am-3:30pm*

9.0 (REG)
	
	


*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.
Full-time employees who work on a holiday are entitled to receive up to 8 hours of Holiday Premium Pay for work that is ordered or requested/approved, subject to statutory biweekly and annual caps.   SES managers are not entitled to Holiday Premium Pay or any other form of premium pay.
When the holiday falls on a full-time employee’s day off (a day on which the employee would not have worked nonovertime had it not been a holiday), he or she claims 8 hours of holiday pay (time off) on the timesheet and will need to request supervisory approval of an adjustment to his or her work schedule by e-mail to account for 8 fewer hours of nonovertime work on another day(s) in the pay period (the number of non-overtime hours for which the employee accounts in the pay period must equal 80).  The following two charts depict such an adjustment.
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	

	Week 2
	
	7:30am- 4:00pm

8.0 (HOL)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am- 8:00 am

2.0 (REG)
	


- OR –
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	
	6am-5:30pm*

11.0 (REG)
	6am-5:30pm*

11.0 (REG)
	6am-5:30pm*

10.0 (REG)
	
	

	Week 2
	
	7:30am-4:00pm

8.0 (HOL)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	6am-4:30pm*

10.0 (REG)
	



*Clock hours include 30 minute meal break for time exceeding 6 continuous hours.
E.6. May I record night premium pay if I work non-overtime during night hours (between 6:00 p.m. and 6:00 a.m.)? 
No, you are not eligible for night premium pay for this work.

F. Work Schedule Scenarios



F.1.  May I establish a work schedule that includes weekends?

Mondays through Fridays are the permissible workdays. The Executive Director for HQ Operations may permit its supervisors to approve “non-standard” duty hours subject to work requirements.  This authority covers Saturday but not Sunday workdays (because of premium pay implications), and the decisions are nongrievable and nonarbitrable.

F.2. What if a special or mandatory meeting or other necessary work at the office is scheduled on a day or during clock hours that are not part of my NEWFlex work schedule?  Will I be expected to attend the meeting or perform the other work?

Yes, although supervisors may make every effort to use alternative communication resources, such as teleconferencing, they have the right to require your attendance at a mandatory or special meeting or to perform other necessary work at the office, even if it falls on your scheduled day off.  The employee may be authorized overtime.

F.3. Do lunch breaks remain the same?

You may not work for more than six continuous hours without taking a minimum 30-minute unpaid break.  The meal break is not required to be taken between
11:30 a.m. and 1:00 p.m.

F.4. Could you explain the noncontinuous hour feature of NEWFlex?

Yes, an employee may request a “split” work schedule.  For example, an employee may request to work every day for four hours from 10:00 a.m. to
2:00 p.m., take a two hour break from 2:00 p.m. – 4:00 p.m., and then work another 4 hours from 4:00 p.m. – 8:00 p.m.  The following chart illustrates such an arrangement.
NEWFlex Sample Schedule

	
	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	Week 1
	
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm

4pm – 8pm

8.0 (REG)
	

	Week 2
	
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm 4pm – 8pm

8.0 (REG)
	10am- 2pm

4pm – 8pm

8.0 (REG)
	


G. Telework


G.1. If I work noncontinous hours, may I perform some of my work at an alternative location?

 
Yes, with supervisory approval.  If you would like to routinely work a portion of your scheduled hours from an alternative location, you should enroll in the Telework program.  Employees may work up to 24 hours or 3 days of telework per week in combination with their NEWFlex work schedule.  Employees may split their telework days, working some hours in the office and the remainder of their work day at home.  

G.2.   
I already have a Telework agreement.  What do I need to do if I still wish to
  
  
telework?
If your proposed work schedule changes your currently approved Telework agreement, you will need to formally request a new agreement via the Telework process.
H. Other
H.1. How does the program impact my entitlement to travel-related:  nonovertime pay; overtime pay; regular compensatory time off; or, Special Compensatory Time Off for Travel?
It does not impact your entitlement.  
H.2. Will adjustments be made to support services (e.g., the supply room, security, parking, lighting, heating/cooling/ventilation, IT support) in response to NEWFlex?

No, no adjustments will be made to facilities or services.  Employees should familiarize themselves with the operations of the Headquarters building and availability of services prior to submitting a work schedule request.
� Except for holidays.  On the traditional 5-4/9 CWS, you are allowed up to 9 hours of time off (holiday pay) for your absence on a holiday.  As a matter of Federal-wide rule, on flexible work schedules (of which NEWFlex is one type), full-time employees are allowed only 8 hours of time off on a holiday and part-time employees are allowed time off equal to the number of non-overtime hours that they would have been scheduled to work on that day if it had not been a holiday (not to exceed 8 hours).





