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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5330.1A

Subj:  WORK SCHEDULES

Ref:    (a) COMDTINST M5330.9, Compressed Work Schedule (CWS) for Coast Guard 
                Members

           (b) MLCLANTINST 5330.1, Alternate Work Schedules (AWS)/Hours of Work

1.
PURPOSE.  This instruction establishes ISC Portsmouth policy on work hours and provides policies for Alternative Work Schedules (AWS) that may be implemented by Division Chiefs.

2.
ACTION.  


a.
Each eligible employee (military and civilian) shall request either Standard Work Hours, Regular Flextime, or a 5-4/9 Compressed Work Schedule, using the “Request for Approval of Working Hours” form provided as enclosure (1).


b.
Supervisors shall consider these requests and shall work with Division Officers to develop effective work schedules that meet the requirements of this instruction.  For civilian employees, approved work schedules will become effective for the pay period that follows their approval.  For military members, approved work schedules will be effective at the discretion of the supervisor.


c.
After enrollment, eligible employees may request changes to their work schedules using enclosure (1).  To ensure reasonable scheduling stability, Division Officers may limit the number of work schedule changes that may be requested in a year.  Approval authority remains with the Supervisor.  For civilian employees, changes are effective at the beginning of the next pay period following the pay period in which the request is approved.  For military members, changes will be effective at the discretion of the Supervisor.  Supervisors shall notify the appropriate civilian timekeeper of the approved work hours for all employees and of any changes in the officially approved work hours.  Unapproved changes will be considered as unauthorized absences and will be handled in accordance with current personnel management policies.


d.
Supervisors may direct changes in the work schedule, including changes to the regular day off (RDO), on a temporary or permanent basis to meet the needs of the work unit regardless of the cause (e.g., workload, leave schedules, emergencies, etc.).  Primary emphasis must be placed on operational and management requirements and the most efficient use of personnel and facilities.  Work schedules will not be changed arbitrarily and, when possible, employees will be given at least one week’s notice before a change.


e.
Duty schedules will be developed without regard to scheduled RDOs.  A military member who is scheduled for duty on a day that would normally be their RDO must reschedule the earned day off with their Supervisor.  


f.  The Executive Officer shall periodically (at minimum, annually) review the impacts of Alternative Work Schedules (AWS) on the unit’s ability to accomplish its missions.

3.  DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA INST 5330.1 is cancelled.

4.  DISCUSSION.  Since it was established in April 1996, ISC Portsmouth has operated with Standard Work Hours of 0730-1600 for all Divisions.  This instruction provides additional work schedule options in accordance with the policies, practices, and procedures established in references (a) and (b).  The objectives of providing AWS options are to improve the quality of life for members of this command while fully supporting mission accomplishment.

5.  POLICY.  Standard Work Hours for ISC Portsmouth are 0730-1600, Monday through Friday, with a required 30-minute non-paid lunch break.  Where it can be accommodated without adversely impacting the unit’s ability to fully support mission accomplishment, Division Officers may authorize one or more of the AWS options that follow.  Subject to the conditions of this instruction, these AWS options are available to all active duty (Regular and Reserve) members and all full-time civilian employees assigned to ISC Portsmouth.  Student aides, summer aides, and temporary employees are eligible for the Standard Work Schedule only.  It must be understood that certain Divisions, Branches, or billets/positions will not be able to participate in an AWS arrangement due to mission support requirements.

6.
WORK SCHEDULE OPTIONS.  Subject to the conditions in this instruction, eligible employees may select one of the following schedules:


a.
Standard Work Schedule:  0730-1600, five days per week, daily 30-minute non-paid lunch break between 1100 and 1300 required for civilian employees.


b.
Regular Flextime:  8-hour work day, five days per week, daily 30-minute non-paid lunch between 1100 and 1300 required for civilian employees.  Employees may select a start time between 0700 and 0900 on a fixed basis, subject to approval by the Supervisor and Division Officers.


c.
5-4/9 Compressed Work Schedule (CWS):



(1)
In each two-week pay period, the employee works eight nine-hour days and one eight-hour workday with a daily 30-minute non-paid lunch break between 1100 and 1300 required for civilian employees and has one RDO.



(2)  The employee proposes a schedule of work days with one day off each pay period which the Supervisor modifies as necessary to minimize the impact on productivity and the activities of the command.  The supervisor and Division Officer have the ultimate authority to approve or disapprove an employee’s AWS request and plan.



(3)  The normal CWS daily schedule will be 0700 to 1630.  On a case-by-case basis, the Division Officer may approve a different starting time between the hours of 0700 and 0830.



(4)  This schedule does not replace or alter procedures or regulatory requirements regarding overtime.  The term “overtime hours” means any hours in excess of those specified hours that constitute the CWS.



(5)  The RDO may be any day of the normal workweek (Monday through Friday).  The RDO shall not normally be the same day of all members of the Division; in fact, the goal shall always be for even distribution of RDOs so as to minimize the impact on productivity and the activities of the command.  If an RDO falls on a Federal holiday, the RDO will be rescheduled for the work day that follows the holiday.



(6)  Leave taken by civilian employees on the CWS will be charged according to the number of hours that would normally have been worked on the day(s) leave is taken.

7.  WORK SCHEDULE REQUIREMENTS.  Regardless of which work schedule is selected, the following conditions apply:


a.
Employee working hours must begin between 0700 and 0900 and end no later than 1800.


b.
Civilian employees are required to take a 30-minute non-paid lunch break between 1100 and 1300 and may not elect a lunch period to coincide with a late arrival or early departure from work.


c.
Employees on official travel or training will adjust their hours to the daily schedule of the activity being visited, unless it is possible to maintain a nine-hour day at the site for those employees on the CWS.


d.
Core hours during which all employees must be at work are 0900 to 1530.


e.
Business hours for the command will be published as 0730 to 1600.  Division officers will ensure there are adequate personnel present to effectively cover all responsibilities during these hours.


f.
Employees who choose to participate in physical fitness or other activities must start and end the work day at their work station.  These employees must also ensure that they complete their eight or nine hours of work between 0700 and 1800. 

8.  RESPONSIBILITIES.


a.
Executive Officer.  Ensure compliance with the referenced instructions.  Involve Division Officers and supervisors in the administration of work schedules to ensure effective management.  Monitor mission accomplishment to ensure that no adverse impact occurs as a result of the implementation of this instruction.  With Division Officer input, make final determination regarding which billets/positions preclude participation in an AWS.


b.
Division Officers.  Determine minimum acceptable staffing levels and ensure that these levels are met.  Identify the person(s) who will act as “Supervisor” for the purpose of approving work schedule requests.  Develop work schedule plans for their Divisions through which Supervisors and employees are well informed and participate voluntarily.  Provide consultation, advice, and assistance on policy interpretation.  Provide training or orientation on AWS.  Provide information on rights of civilian and military employees.  Complete work schedule assessment, providing appropriate documentation and supporting data as requested.


c.
Supervisors.  Ensure compliance with references (a) and (b) and this instruction.  Ensure that civilian employees’ Time and Attendance Records are certified.  Assure that each employee receives a copy of this instruction and that employees meet their work schedule responsibilities.  Ensure that their work units are fully functional every day of the work week by exercising discretion in approving work schedules so that all responsibilities are met.


d.
Employees.  The success or failure of Alternative Work Schedules at ISC Portsmouth is dependent upon the integrity of each employee.  Each employee will comply with the provisions of this instruction, keeping Supervisors informed regarding their time and attendance.  Employees who fail to meet their work schedule commitments under the 5-4/9 CWS or Regular Flextime schedule will be removed from participation.


e.
Civilian Timekeepers.  Ensure that civilian employees approved for working a 5-4/9 Compressed Work Schedule are identified to the civilian payroll office with the appropriate code and “Compressed Work Schedule” on the Time and Attendance Record.




//S//

                                                                      R. D. GIBSON

Encl:  (1) Request for Approval of Working Hours

Dist:  ISC Portsmouth List I

Request for Approval of Working Hours

Employee Name:  ____________________________________________________________

I desire to work the following schedule (Select one):

1.
Standard Work Schedule (0730 – 1600)  ______

2.
Regular Flextime                                     ______


Start Time:        _______________


Lunch Period:   _______________


End of work:    _______________

3.
5-4/9 Compressed Work Schedule            _____


9-Hour Days:  ___________________________


8-Hour Day:  ____________________________

Regular Day Off (RDO):  _____________________

Requested Effective Date (Pay Period Beginning):  _______________________

Employee Signature:  _________________________________  Date:  _______

Supervisor Approval/Disapproval:


Approved  _______       Disapproved  _______       Date:  _______

Effective Starting Date:  __________

Supervisor Signature:  _________________________  Date:  _______
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