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A. General Overview
A1. Q.   What are the available work schedule tours at Headquarters?

A.  Headquarters available work schedule tours include:


-Standard Tour


-Alternative Work Schedules:  Compressed 5-4/9 Tour, Flexitour, Variable Week Tour, and 
 
  Maxiflex Tour

-Irregular Schedules:  First-Forty Tour and Intermittent
A2. Q. Who is eligible for the work schedule options?

A.  Full-time and part-time employees (includes supervisory and non-supervisory employees in General Schedule, Senior Executive Service, Senior Level, Scientific Technical, and NASA Excepted positions) are eligible for the Alternative Work Schedules (AWS) options.  SES employees are also eligible for the First- Forty Tour.   
A3. Q.  Are detailees eligible for the work schedule options?

A. No. Detailees are not covered by the Headquarters work schedule options.  They are eligible for the options available at their home organization (either Center or other agency) and should follow the procedures of their home organization.

A4. Q.  Can I choose any work schedule (tour) that I want?
A. No.  Supervisors are tasked with ensuring that the programmatic deliverables and commitments of their organization are met and that there is ready access to information and services during the regular business hours of 8:00 a.m. to 4:30 p.m., Monday through Friday.  

Employees are automatically placed on a Standard Tour upon entering Headquarters.  You may submit a request to your supervisor for approval to change your work schedule to one of the available AWS options.  If you are an SES employee, you may request one of the AWS options or a First-Forty Tour.  Supervisors are encouraged to take employee preferences into account where possible.   However, supervisors have the ultimate responsibility and authority for assigning work schedules.

A5. Q.  What is a Standard Tour?

A.   The Standard Tour is a fixed schedule 8:00 a.m. to 4:30 p.m., Monday through Friday.
A6. Q.  If I do not plan to change my work schedule do I need to formalize my current schedule as explained in the new Headquarters Procedural Requirement (HQPR) 3600.1.

A.  Yes.  Since two new schedules are now available, supervisors have been asked to canvass their employees as to their desire to change their current work schedule.  All employees should complete a “Headquarters Work Schedule (Tour) Change Request” in order for supervisors to consolidate their employees’ overall preferences and determine appropriate work schedules within their organization.
A7. Q.  What hours of the day can I schedule work?
A.  Regularly scheduled work hours are scheduled between 6:00 a.m. and 6:00 p.m., Monday through Friday.

A8. Q.  What is a basic work requirement?

A.  Each work schedule has a basic work requirement in which you must complete your tour of duty.  

A basic work requirement is the number of hours and days (excluding overtime, compensatory, or credit hours) you must work or otherwise account for by approved leave, leave without pay, compensatory time off, credit hours, or excused absence. 
A9. Q.  Do I need to include a lunch period in the number of hours I’m scheduled to work for the day?

A. Lunch periods are unpaid time and are in addition to your regularly scheduled work hours.  If you are scheduled to work 8 or more hours in a day you must include at least a 30-minute lunch period in your workday.  For employees on a Flexible Work Schedule (FWS) and are scheduled to work less than 8 hours in a day, a 30-minute lunch period is optional.  
A10. Q.  Once approved, can I change my work schedule tour if my situation changes.

A.  Yes.  However, once a work schedule tour has been approved, it should be in effect for at least two pay periods, unless your supervisor establishes a longer or shorter timeframe.  
A11. Q.  Can a supervisor change my work schedule tour once it has been approved?

A.  A supervisor cannot force you to change to an AWS since AWS is a voluntary option of an employee.  However, if you are on an AWS, your supervisor may require you to temporarily change back to a Standard Tour if he or she identifies unforeseen business conditions that cannot be handled otherwise.  Some examples that might compel a supervisor to take such action are:  special projects requiring a “team” to work on the same schedule, travel, training, or long-term leave of another staff member.

In addition, your supervisor may require you to permanently change your work schedule tour back to a Standard Tour to accommodate the business needs of the organization or due to failure to complete assignments within assigned timeframes, conduct issues, or non-compliance in following procedures set forth by the supervisor or set forth in HQPR 3600.1.  Before initiating such action, however, your 
supervisor should discuss the need/reason for the schedule change and provide you as much advance notice as possible.

A12.  Can I telework under the work schedule options?

A.  Yes.
B. ALTERNATIVE WORK SCHEDULES

B1. Q. What are alternative work schedules (AWS)?
A.  The term “alternative work schedules” encompasses two different work schedule variations – Compressed Work Schedules (CWS) and Flexible Work Schedules (FWS).  Each represents a different kind of adjustment to the traditional fixed Standard Tour of 8 hours per day which is performed between the hours of 8:00 a.m. to 4:30 p.m., Monday through Friday.
B2. Q. What are the benefits of AWS?

A. There are many benefits.  To mention a couple, utilizing the various schedules, employees can be available in the office over a greater range of hours vs. the standard 8:00 a.m. to 4:30 p.m. coverage.  This is particularly valuable for organizations that must deal regularly with other NASA Centers or organizations located beyond the East Coast.  Leave conservation is a benefit to the employer as well as the employee.  Also, employees gain the advantage of adjusting their hours of work to meet individual needs.  In addition, the perceived benefits to employees and the resulting improved morale can also make availability of AWS a useful recruitment and retention tool.  
B3. Q.  What must my supervisor consider before approving my request for an AWS?

A.  There are many things your supervisor must consider before approving your work schedule.  Some include:  how your particular request may impact the operations of the organization and/or your position such as the effect on the productivity and efficiency of the office; adequate staff coverage and services provided by the office; and availability of appropriate supervision, if necessary.  In some instances your supervisor may be compelled by organizational circumstances to disapprove your request or to suggest another alternative schedule.
B4. Q. How much flexibility should the supervisor give to child care and carpool schedules or other personal employee preferences vs. programmatic needs?

A. The supervisor and employee need to balance the quality of the employee’s worklife with the organization’s obligation to meet programmatic deliverables and fulfill operational requirements.  Programmatic need, information access, and coverage must always be considered first.  As long as the employee and the supervisor can cover their programmatic responsibilities, then together they should consider personal needs in approving work schedules consistent with the criteria in HQPR 3600.1.
B5. Q.  Can a supervisor participate in AWS -- must they be present during the entire work period for their organization?

A.  Yes, supervisors may participate in AWS.  However, they must use an appropriate method to insure that proper control of work operations is maintained for the entire work period, especially under an alternative work schedule.  For example, senior employees may be designated to oversee operations during the supervisor’s absence, with authority to insure that employees comply with the schedule procedures.
B6. Q.  How should employees and supervisors plan alternative work schedules?

A.  Employees should work with their supervisors, as well as their co-workers, and discuss the programmatic and business needs of their organization and work schedule preferences.  Based on the organizational needs, employees should collaborate with their co-workers and consider which work schedules will work best for them and still be able to continue to meet their organizational commitments.  Supervisors should take employees’ preferences into consideration as long as the operational goals and objectives can be met.  
B7. Q.  Is an employee guaranteed approval for a non-Standard work schedule tour?
A.  No.  The supervisor must be able to manage workload requirements and provide for sufficient office coverage during Headquarters business hours.  The general guiding principle is that while supervisors should approve employee scheduling requests to the extent possible, they retain the right to limit the degree of personal choice available when necessary to meet the office’s operating needs.   
B8. Q. Can a supervisor conduct a trial period to see if the work schedule arrangements work?  
A. If feasible, a 1-3 month trial period may be arranged.
B9. Q.  Can I stay on my AWS when attending training?
A.  Most periods of training are in short duration and can be accommodated without changing the work schedule.  However, if the training conflicts with your scheduled hours/days, you should temporarily return to the Standard Tour for the pay period(s) that the training is scheduled.

B10. Q.  May I stay on my AWS schedule if I am on temporary duty or detailed to another organizational component?

A.  Not necessarily.  If you are on temporary duty or detailed to an organization you need to ensure that the host supervisor or project leader is in agreement with your work schedule.
Bll. Q.  What if I’m promoted or reassigned?

A.  If you are promoted or reassigned out of your current office, you need to discuss your work schedule with your new supervisor and request approval to remain on your current work schedule or change to a 
more appropriate tour based on your new position.  In addition, if you are promoted or reassigned to a different position within your current office you need to discuss with your supervisor any impact your work schedule may have on the new assignment and request to remain on your current work schedule or change to a more appropriate tour.
 C. Compressed Work Schedules
C1. Q. What is a compressed work schedule (CWS)?

A.  A CWS involves longer but fewer work days, so that you can complete a full 80 hours during each biweekly pay period in less than 10 work days.  At Headquarters the approved CWS is 5-4/9 in which you work eight 9-hour days and one 8-hour day in the pay period with a day off.  Once established, your schedule is fixed and does not change; there is no flexibility in your arrival or departure time each day.  

C2. Q.  Who determines my regular day off (RDO)?
A.  You may request any day as the non-workday subject to your supervisor’s approval.  The supervisor will review all requests to see whether they can be accommodated or whether changes must be made.  For example, if too many employees want the same day off, to permit adequate coverage you may be asked to select a different day off.

C3. Q.  How is leave charged if I’m on a compressed tour?
A.  Leave is charged based upon the number of hours scheduled for the day absent.  If you request a whole day of leave on a day that is regularly scheduled as a 9-hour day, then you will be charged 9 hours of leave.  If you request leave on your scheduled 8-hour day, only 8 hours of leave will be charged.

C4. Q.  Can I earn credit hours under a CWS?

A.  No.  Credit hours only pertain to FWS.

C5. Q.  How would I be paid on a holiday?

A.  You would receive pay based on the number of scheduled hours you would have worked but for the holiday (i.e., 9 or 8).  The same is true for things like a building closure due to inclement weather.  If you were scheduled to work 9 hours under your compressed work schedule, you will be granted 9 hours of excused absence.  

C6. Q.  What happens if a holiday falls on my RDO?

A. If the holiday falls on a day you are not scheduled to work, then you will be given the preceding workday off instead.  The exception is a holiday that falls on a Monday, in which case you will be given the following workday off instead.

If you’re a part-time employee, you will not be given a replacement day off for holidays that fall on days when you’re not scheduled to work.

C7. Q. If my RDO falls on a day when the office is closed due to an emergency, e.g., blizzard, hurricane, power failure, do I receive another day off “in lieu of” the day the office was closed?

A.  No. If your RDO is the same day on which the Federal government is closed you are not entitled to another day off “in lieu of” the day on which the Federal government was closed.
D. Flexible Work Schedules
D1. Q.  What is a flexible work schedule (FWS)?

A. A FWS includes a variety of tour options, all involving certain core hours during which everyone must be present, coupled with flexible time bands when you arrive to and depart from work.  Credit hours are another element of FWS.  As the name implies, flexible schedules are more flexible.  However, that doesn’t mean you can come and go at any time; you work out a schedule with your supervisor and adhere to the schedule.
D2. Q.  What are the Flexible Work Schedule tours available at Headquarters?

A.  Flexitour, Variable Week Tour, and Maxiflex Tour.
D3. Q.  What is the difference between the three available Flexible Work Schedules?

A. Basically, 

Flexitour is a 40 hour per week schedule; 8 hours a day; and allows the selection of an arrival 
time between 6:00 a.m. and 9:00 a.m. which is the same each day once selected.

Variable Week Tour is an 80 hour per pay period schedule; work is scheduled each day; and 
allows varying the number of hours worked on a given workday or the number of hours each 
week.  

Maxiflex Tour is an 80 hour per pay period schedule; allows for fewer than 10 workdays, 
but a minimum of 4 days a week must be scheduled; and allows varying the number of hours 
worked on a given workday or the number of hours each week.

D4. Q.  For Variable Week Tour and Maxiflex Tour what are the minimum and maximum number of hours I can schedule in a workday?

A.  The minimum hours you may schedule is 6 hours and the maximum hours is 10 hours.
D5. Q. Under Variable Week Tour and Maxiflex Tour what are the minimum and maximum number of hours per week can I schedule?

A.  The minimum hours per week is 30 and the maximum hours per week is 50.
D6. Q. If I’m approved a Maxiflex Tour, can I work eight 10-hour days and have two consecutive days off in a week?

A. No.  You are required to schedule work on at least 4 days each week, thereby allowing one day off a week.

D7. Q.  What are the benefits of a Flexible Work Schedule?

A. The two main benefits of an FWS are being able to set a schedule that meets your needs (e.g., if a family member has a standing medical appointment in the morning you could schedule your day to begin at 9:00 a.m. rather than 8:00 a.m.) and the flexibility of earning credit hours which can be used instead of having to use annual or sick leave.
D8.  Q.  What are flexible time bands?

A.  Flexible Time Bands are the time periods during which employees may select their arrival and departure time and the time period credit hours may be earned.  Flexible arrival times are from 6:00 a.m. to 9:00 p.m., Monday through Friday; flexible departure times are 3:00 p.m. to 6:00 p.m., Monday through Friday.  Flexible times for earning credit hours are between 6:00 a.m. and 9:00 a.m. and from 3:00 p.m. to 7:00 p.m., Monday through Friday, and between 6:00 a.m. and 7:00 p.m. on Saturday and Sunday.
D9. Q.  If 6:00-9:00 a.m. and 3:00-6:00 p.m. are flexible hours then why does it require supervisory approval for the time that you come in and depart each day?

A. The “flexibility” in these types of tours is the variety of arrival and departure times in which you can choose from (vs. the standard 8:00 a.m. to 4:30 p.m. tour) and/or the flexibility to vary the number of hours you schedule each day or week.

All FWS schedules need to be pre-established in advance of the start of a pay period identifying the specific hours/days to be worked.   Established schedules cannot be incorporated into WebTADS since there are too many possible schedules that can be worked.  That is why employees on a Variable Week or Maxiflex schedule are required to complete a “Headquarters Flexible Work Schedule Agreement” prior to the beginning of a pay period which identifies their biweekly schedule of days/hours.  When a supervisor certifies your timecard they are certifying that this was the schedule you actually worked.
This agreement form is not required for Flexitour since this tour is a fixed schedule.
D10. Q.  Do I need to complete a “Headquarters Work Schedule (Tour) Change Request” if I want to change from Flexitour to Maxiflex?

A. Yes.  a “Headquarters Work Schedule (Tour) Change Request” is required if you want to change from one tour to another.  

D11. Q.  Can a Flexible Work Schedule be modified?

A.  In some instances.  Flexitour schedules cannot be modified since they are fixed schedules.  For Variable Week and Maxiflex tours, schedules are pre-established in advance of the pay period and are intended to be permanent schedules.  However, these schedules may be modified for workload demands or emergency situations if approved in advance by the supervisor.
D12. Q.  How is leave charged if I’m on an FWS?

A. Leave is charged based upon the number of hours scheduled for the day absent.  For instance, if you were scheduled to work 10 hours and called in sick for the day, then you will be charged 10 hours of sick leave.

D13. Q.  How would I be paid on a holiday?

A.  If you are on Flexitour, you are entitled to 8 hours of basic pay; part-time employees are entitled to the number of hours scheduled for the day that is designated as a holiday.  If you are on Variable Week or Maxiflex tours, you are also entitled to 8 hours of basic pay.  However, if the holiday falls:


- on an established workday of more than 8 hours, you must request a deviation to the work 
schedule so that 8 hours are scheduled on the designated holiday with the extra hours made up 
on another workday within the same pay period.  Or, you may record 8 hours on the holiday and 
record earned leave/time or LWOP for the hour(s) scheduled to work over 8 hours on the 
holiday

-on an established workday of less than 8 hours, you must request a deviation to the work 
schedule so that 8 hours are scheduled on the designated holiday and an adjustment of hours is 
made on another workday within the same pay period to meet the 80-hour requirement.


-on a day scheduled to be off, you must request a deviation to the work schedule so that 8 hours 
are scheduled on the designated holiday and the preceding workday becomes your non-
workday instead.  The exception is a holiday that falls on a Monday, in which case the following 
day is your non-workday.  In addition, you may need to adjust hours on 
another workday within 
the same pay period to meet the 80-hour requirement.


 For full-time employees, any hours less than 80 must be charged to earned leave/time.  If 
you’re a part-time employee, you will not be given a replacement day off for holidays that fall 
on days when you’re not scheduled to work.

D14. Q. If my non-workday falls on a day when the office is closed due to an emergency, e.g., blizzard, hurricane, power failure, do I receive another day off “in lieu of” the day the office was closed?

A.  No. If your non-workday is the same day on which the Federal government is closed you are not entitled to another day off “in lieu of” the workday on which the Federal government was closed.

D15.  Q.  What is glide time and can it be used under all FWS tours?
A.  Glide time is only available for Variable Week and Maxiflex tours.  It’s when the actual arrival time on any given workday may be varied 30 minutes before or after your established arrival time.  You would need to adjust your departure time an equivalent amount of time that same workday and you would only be able to make the adjustment between the hours of 6:00 a.m. and 6:00 p.m.

D16.  Q.  What is flexilunch and can it be used under all FWS?

A.  Flexilunch can only be used under Variable Week and Maxiflex tours.  This is where you could be permitted to extend your lunch period an additional 1 ½ hours on any given workday (e.g., for a doctor appointment or to take care of personal business), but you must adjust your arrival and/or departure an equivalent amount of time that day.  Again, regularly scheduled hours of work still have to be performed between 6:00 a.m. and 6:00 p.m.
D17. Q.  What are core hours?

A.  Core hours are the times during the workday when employees on a FWS must be present for work.  Agency guidance suggests that the core hours would typically be the same for the entire “Center.”   The core hours at Headquarters extend from 9:00 a.m. to 3:00 p.m.  This does not preclude, however, a supervisor requiring an employee’s presence for any standing or occasional meeting at any time of the day.  Supervisors, however, may adjust an employee’s core hours on a case-by-case basis if the need arises.
D18. Q. What are credit hours?

A. Credit hours are the hours in excess of your basic work requirement in a pay period that you may earn if you are on one of the FWS tours and you have legitimate work to do.  SES employees, however, may not earn credit hours.  
D19.  Q.  Can I work credit hours whenever I want?  If not what approval process will be used to request to earn credit hours?

A.  Although you may voluntarily work beyond your regularly scheduled hours to earn credit hours, this time must be requested and approved by the supervisor in advance of working the time.  Requests may be approved by supervisors verbally or via e-mail on a daily, weekly, or projected basis.  Supervisors may also limit the number of credit hours an employee may work on a daily, weekly, or biweekly basis.
D20. Q.  Are credit hours regularly scheduled?

A.  No.  Credit hours are worked voluntarily by employees in excess of their regularly scheduled 80-hour biweekly basic work requirement when there is legitimate work to be performed.
D21. Q.  Can my supervisor disapprove my earning credit hours?

A.  Yes, your supervisor may disallow earning credit hours if there is no legitimate work for you to do, the extra hours significantly increase Headquarters services or related costs, or for safety or security issues that make it inadvisable to work.
D22. Q.  Can credit hours be earned and used in less than one-hour increments?

A.  Yes.  Credit hours may be earned and used in 15-minute increments.
D23. Q.  Can I earn and use credit hours in the same pay period?

A.  Yes.  However, you cannot use credit hours before you earn them.  You must have a balance of credit hours prior to using them.
D24. Q.  Can I earn credit hours for training?

A.  No.  Credit hours cannot be earned if training (or working outside of class on training homework) is required by NASA since training does not constitute hours that an employee elects to work.
D25. Q.  Can I earn credit hours on TDY?

A. Yes, if you work in excess of your established schedule and your supervisor approves your request.
D26. Q. Can I earn credit hours while in travel status?

A.  Typically, credit hours may not be earned for travel since travel is always ordered by an agency and, therefore, the travel hours are not hours that an employee voluntarily elects to work.  Under certain circumstances, however, credit hours may be permitted if performing productive and essential work while in a travel status (e.g., utilizing a laptop to write speeches and draft/edit reports and other correspondence).
D27. Q. What is the difference between TDY and travel status?

A. Travel status is your status while in route to your TDY destination.
D28. Q.  What is the maximum number of credit hours I can carry over per pay period?

A. By law, full-time employees, no more than 24 credit hours can be carried from one pay period to the next.  Part-time employees can carry over less – the carryover of a part-time employee is limited to 
one-fourth of the employee’s biweekly basic work requirement.   Any hours in excess of 24 hours will be forfeited at the beginning of the next pay period.  You should monitor your credit hour balance to preclude forfeiture.  Your supervisor may disapprove use of credit hours at any time if there is a business reason to do so.
D29. Q.  How long can I carry credit hours in my account?

A. Unlike compensatory time, credit hours may be carried in your account indefinitely as long as you remain on one of the FWS.  If you convert to a different tour (e.g., compressed or standard) you cannot retain a credit hour balance.  In addition, if you convert to an SES appointment, separate from NASA, or transfer to another Federal agency you cannot retain a credit hour balance.
D30. Q.  If I switch to a work schedule tour where credit hours cannot be earned, convert to an SES, separate from NASA, or transfer to another Federal agency, what happens to the unused credit hours in my account?

A.  If you are unable to use your accumulated credit hours, you will be paid your earned credit hours at your regular rate of pay.

D31. Q.  What is the difference between credit hours and overtime/compensatory time?

A. Credit hours are voluntarily worked under the option of the employee (with supervisory approval) and overtime/compensatory time is required/ordered by the supervisor.

D32. Q.  May a supervisor direct me to work credit hours in order to a complete high priority action?

A.  No.  A supervisor may direct you to work overtime or compensatory time to complete a high priority action.  However, an employee may request to record the extra hours as credit hours in lieu of recording them as overtime/compensatory time.
D33. Q.  Can I earn night pay or receive Sunday premium pay if I am approved to earn credit hours at night or on Sunday?
A.  No.  Night pay or Sunday premium pay cannot be paid when credit hours are earned.  That is because when you earn credit hours, you are not performing regularly scheduled work.  

D34. Q.  May I earn credit hours during excused absence such as hours when I am excused from work because of a weather emergency?

A.  No.  Excused absence means that you are excused from your basic work requirement on that day.  
However, if you were approved to work credit hours before the start of normal work hours and actually did work those hours but the office was closed early due to emergency conditions, you will have the credit hours recognized for those hours.  If the opening of the office was delayed due to emergency 
conditions and you were precluded from working credit hours prior to the start of your normal workday, recognition for the scheduled credit hours will not be given since these hours were not actually worked.
D35. Q.  Will WebTADS  users be required to input credit hours?  How will this process work?

A. Credit hours are only available to non-SES employees who have opted for a Flexible Work Schedule and those employees will be required to input this time just like any other time.  Credit hours earned (CRE) and credit hours used (CRU) may be added to your project codes by selecting them from the hour type dropdown list.
D36. Q. Does WebTADS maintain a running balance of credit hours?
A. Yes, your credit hour balance may be viewed in WebTADS from the Employee Details page.  

D37. Q.  Can I use my earned credit hours when I want?

A.  No.  The use of earned credit hours must be approved by your supervisor.
E. First-Forty Schedule
E1. Q.  What is a First-Forty Tour?
A.  A First-Forty tour is appropriate only when it is impractical to establish a regular schedule of definite hours of duty for each work day.  Examples of these types of situations would be employees required to monitor experiments for long periods of time, employees working launches, or any situation that doesn’t conform to the typical office environment.  
E2.  Q. Who is eligible for First-Forty?

A.  First-Forty is offered to employees in the Senior Executive Service.  Requests for First-Forty for non-SES employees must be submitted by the employee’s supervisor to the Director, Headquarters Human Resources Management Division, for approval.  Approvals are based on a case-by-case basis due to organizational needs and not an employee’s preference.  Approvals would be for the duration of the unusual situation and the employee would revert to one of the other work schedule tours after the duration of the situation.
F3. Q.  What is the basic work requirement of a First-Forty?

A.  The first 40 hours is performed within a period of not more than 6 of 7 consecutive days and is considered regularly scheduled work for premium pay and hours of duty purposes.  As much as practicable, work is performed between 6:00 a.m. and 6:00 p.m., and an anticipated work schedule is required in advance of the pay period.

F4.  Q.  Are employees on a First-Forty eligible for glide time, flexilunch or credit hours?

A.  No. 
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