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______________________________________________________________________________

This instruction implements AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances.  It explains flexitour at the Rome Research Site (RRS) of the Air Force Research Laboratory (AFRL), Rome, NY, and gives responsibilities and procedures of supervisors and employees.  It applies to all civilian and military personnel assigned to RRS at Rome, New York.

SUMMARY OF CHANGES

This revision updates the instruction for AFRL at RRS.  It eliminates reference to AFR 40-630, which was rescinded.

1.  Concept of Flexitour:

1.1.  Flexitour allows fixed arrival and departure times to be replaced by a working day composed of core time and flexible time.  Eligible personnel remain on the regular 0745 - 1630 hour shift with a 45-minute midday break unless they request and are given approval by their immediate supervisor to vary their working hours within the limits described in this instruction.

1.2.  Core time is the number of hours designated during which all personnel must be on the job.  Flexible time is time designated as part of the schedule of work hours within which personnel may request approval from their supervisors to change the time of arrival and departure from the office.  The two requirements of flexitour are (1) each individual must be on the job during core time and (2) each individual must work or otherwise account for an eight-hour day plus a midday break of not less than 30 minutes.

1.3.  Flexitour will be used to the maximum extent possible, but operational requirements may preclude flexitour or require modification.  Because of this, some personnel may be permanently excluded from flexitour (or may have shorter flexible hours than normal).  To minimize morale difficulties, supervisors will explain to personnel denied flexitour the rational for the denial.

2.   The RRS Flexitour Model:
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Figure 1.  Flexitour Model.

2.1.  Core Time.  All RRS employees will be at their duty station, or otherwise accounted for, between 0900 and 1130 and 1330 and 1500.

2.2.  Flexible Times.  Flexitour employees must establish arrival and departure times within the flexible times.  Flexible times are from 0630 to 0900, 1130 to 1330, and 1500 to 1800 and must be scheduled in 15-minute increments.

2.3.  Normal Duty Hours.  Normal duty hours are 0745 to 1630.  Personnel who do not have flexitour approval will work these hours unless they are on another approved shift.

2.4.  Midday Flexible Band:
2.4.1.  A flexible band has been established in the middle of the day, from 1130 to 1330.  Each employee must take a midday break in this flexible band in one of the following increments: 30 minutes, 45 minutes, one hour, one hour and 15 minutes, one hour and 30 minutes, one hour and 45 minutes, or two hours.

2.4.2.  Employees should notify their supervisors verbally and before they deviate from their agreed-on midday break time and length.  More than a one-hour midday break requires supervisory approval.  The approval may be given the same day the break is desired.  All optional extra time must be made up during the workday.

3.   Supervisor Approval:

3.1.  Eligible employees must verbally request approval from their immediate supervisors to vary their arrival or departure times as soon as practicable, but not later than the preceding work day.  Requests for more than a one-hour midday break, however, can be made any time up to the midday break.

3.2.  Supervisors may approve employee requests to vary their work schedule within the hours in figure 1.  Variations in an employee’s schedule may be approved for different periods of time.

3.2.1.  The supervisor and employee may agree to a time of arrival other than 0745 for any period of time (for example, one day, one week, one month, etc.).  The employee must begin at this mutually agreed to time for the period approved (for example, 0630 each day for one week).  If the employee fails to begin work at the agreed upon time, he or she is considered late.  The supervisor may then exercise any of the options in paragraph 5.

3.2.2.  When an employee and supervisor cannot reach an agreement, the supervisor may disapprove or terminate the flexitour request, but only when he or she can justify that approval would be detrimental to mission accomplishment or that previously approved flexitour is being abused.

4.   Conferences or Special Meetings.  If a conference or special meeting is to be held outside the core time, it should be scheduled, barring unusual circumstances, no later than the preceding workday.  It is then up to the supervisor and employee to make sure that the employee’s duty hours coincide with the time and length of the conference.  In any case, the employee is expected to attend the conference.

5.   Tardiness on Flexitour.  Supervisors may continue to grant excused absence for occasional tardiness or brief absences for up to 59 minutes, in individual cases, where the need was not known in advance.  When the supervisor does not excuse the absence, however, annual or sick leave, LWOP, or AWOL may be appropriate, depending on the circumstances.  The supervisor may also allow the employee to flex from the time of arrival as long as the time of arrival falls within the flexible band.  For tardiness and leave purposes, the beginning of the workday is the scheduled flexitour arrival time.

6.   Applicability of Other Laws and Regulations:

6.1.  Flexitour does not alter other regulations concerning overtime, leave and compensatory time, nor the rights or responsibilities of supervisors or personnel.  It offers personnel another option to modify their workday within the flexible time band for personal needs and desires without the use of leave.  Individuals may, however, still request annual or sick leave, as appropriate, if they do not wish to use flexitour or more time is needed for personal needs.  Flexitour does not alter the authority of the supervisor to make special work schedule arrangements upon an employee’s request.  It is expected the need for such arrangements will be reduced.

6.2.  A supervisor may require an individual to be present at other than core times within the normal workday (0745 - 1630) when notified no later than the preceding workday.  If a change in work schedule outside the normal workday is necessary due to mission requirements, the individual must be scheduled at least two weeks in advance, unless unusual circumstances do not allow for such notice.  Otherwise, this situation is covered by existing regulations.

7.   Unscheduled Annual, and Sick Leave.  Annual leave must be scheduled in advance.  If unscheduled leave is needed, however, employees must notify their supervisor within the first two hours of their assigned tour.

8.   Customer Service Hours.  RRS support offices set up customer service hours from 0745 -1630.  Supervisors in support offices make sure that enough personnel are available to provide services during these hours.

9.   Shift Personnel.  Shift personnel working other than a day shift are not normally allowed to use flexitour.

10.   Stay-In-School Personnel.  Stay-in-school personnel, working 20 hours or less per week, are not allowed the option of flexitour, although their scheduled tour of duty may be modified if mutually agreeable to the stay-in-school and the supervisor.  Summer aids and student aids who have full-time schedules are eligible to participate in the flexitour program, provided adequate supervision is maintained, within the constraints governing the organization where employed.

11.   Flexitour Abuse.  Employees who abuse flexitour are subject to disciplinary action under AFI 36-704.  Military employees who abuse flexitour are subject to disciplinary action under the UCMJ.

12.  Emergency Conditions.  During hazardous weather or emergency conditions which require early release of personnel, employees on flexitour are excused on the same basis as other RRS employees, depending on their scheduled hours for that day.  If a liberal leave policy is in effect due to hazardous weather or emergency conditions, the point of reference used in computing hours is the time the employee was scheduled to report on that workday.

13.   Supervisors’ Responsibilities:

13.1.  Flexitour is more than a simple rearrangement of the arrival and departure of employees.  It also gives a greater opportunity for employees to participate in management to achieve improved efficiency.  The supervisor must look for new and better ways to more effectively plan to organize the work to be done as well as to examine new ways to assess the effectiveness of the operation.  Supervisors must maintain the agreed-to work schedule for all employees under their direct supervision.  Schedules may be designed to meet individual preferences, but should be in enough detail to give timekeepers and certifying officials positive knowledge as to employees’ presence or absence, including the midday break period.

13.2.  To provide maximum flexibility, supervisors should schedule meetings and conferences within the core time when possible, and:

13.2.1.  Make sure that employees on approved flexitour work (or otherwise account for) eight hours plus a mid-day break, and ensure that additional costs are not incurred due to flexitour.

13.2.2.  Make sure that provisions of the Fair Labor Standards Act are adhered to for nonexempt civilian employees.

13.2.3.  Be as liberal as operational requirements permit in approving flexitour.

14.   Individual’s Responsibilities:

14.1.  Flexitour gives each eligible individual a measure of personal control over working hours which previously has not been possible.  This new freedom is accompanied by an equal degree of responsibility.  Each individual is expected to account for a full eight-hour day and 40-hour workweek.  While supervisors make every effort to hold meetings during core time, individuals are expected to attend meetings, which, due to special circumstances, must be rescheduled outside the core hours.

14.2.  Maximum cooperation between personnel and supervisors must be shown to ensure the operation of an effective and beneficial program.  Requests may not always be approved due to mission requirements.  The mission comes first.
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