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HOURSOF DUTY AND LEAVE

1. PURPOSE. Thisdirective contains existing policy on the establishment of duty schedules and on
leave administration for Department of Veterans Affairs (VA) personnel. It isapplicable to Genera
Schedule employees (including title 38 hybrid employees appointed to positions listed in

38 U.S.C. 7401(3)); Federal Wage System employees; non-U.S. citizen employees employed outside the
United States; physicians, dentists, podiatrists, [chiropractors,] optometrists, nurses, nurse anesthetists,
physicians assistants, and expanded-function dental auxiliaries appointed under 38 U.S.C., chapter 73
and 74; and non-physician/non-dentist program directors and other key executives appointed under 38
U.S.C. 7306(a)(7) or (9). Thisdirective should be used in conjunction with VA Handbook 5011, which
contains mandatory guidance and procedures on hours of duty and leave administration in VA.

2. POLICY

a. The VA leave program for employees shall be administered fairly and uniformly within the
meaning of the provisions of this directive and VA Handbook 5011.

b. In scheduling hours and tours of duty for VA employees, primary consideration will be given to
efficiency in management and conduct of an agency functions, and equitable treatment of individual
employees.

¢. When tours of duty must necessarily vary from the normal tour, employees will be given the
opportunity of discussing their assignment and of having their views or persona problemsarisingin
connection with such assignment considered. Tours of duty will not be changed arbitrarily and insofar as
possible, employees will be given notice of any change in their work schedule at |east one administrative
workweek in advance. Sympathetic consideration will be extended to employees who have religious
scruples against working on their Sabbath. If practicable, mutually satisfactory exchange of duty
assignments may be worked out for such employees or substitute work-time may be provided to offset the
time required for religious observance. Insofar as possible, work schedules should be arranged to permit
employee's observance of their Sabbath on whatever day it occurs.

d. All employees are expected to be on duty during the full period of their tours of duty unless absent
on approved leave; to observe the opening and closing hours established for the tour of duty; and to adhere
to established luncheon periods.

e. Inthe establishment of work schedules, employees will have their assignments scheduled in advance
over periods of not less than one administrative workweek and such schedules will be established in a
manner that realistically reflects the actual work requirement.

f. The occurrence of holidays shall not affect the designation of the basic workweek.
g. Duty schedules for title 38 healthcare employees shall be established as appropriate and necessary

for performance of servicesin the care and treatment of patients and other essential activities within the
administration of the Under Secretary for Health or designated officials.
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3. RESPONSIBILITIES
a. Statements of responsibility for VA duty and leave administration programs may be found in each of
the separate parts or chapters of VA Handbook 5011. In those instances where a specific statement of

responsibility has not been listed in a specific part or chapter of VA Handbook 5011, the officials listed
below have responsibility for making duty and leave determinations.

b. The Secretary, or designee, is the approving official for duty and leave actions for employees
occupying positions centralized to that office, including flexible and compressed work schedules.

c. TheUnder Secretary for Health by direction of the Secretary is responsible for the direction and
administration of the duty and leave policies and instructions for title 38 employees.

d. Administration Heads, Assistant Secretaries, Other Key Officials, and Deputy Assistant
Secretaries, or their designees, are responsible for approving, disapproving or discontinuing duty and
leave actions, including flexible and compressed work schedules, for VA Central Office employeesin
their organizations.

e. Facility directors are responsible for approving, disapproving or discontinuing duty and leave
actions for employees under their jurisdiction, including flexible and compressed work schedul es.

f. Supervisors are responsible for ensuring that sufficient numbers and kinds of personnel are
scheduled to be present to carry out operations in an efficient and economical manner, including
ensuring that there is adequate coverage during public business hours. They must also ensure that all
employees are treated equitably.

g. Employees are responsible for meeting their basic work requirements.

h. The Deputy Assistant Secretary for Human Resources Management [and Labor Relations] will
advise management and operating officials on the policies and procedures in this directive.

4. REFERENCES

a 38U.S.C.7421(a)

b. 38 U.S.C., chapters 73 and 74.

c. 5U.S.C,, chapters 51, 55, and 61.

d. Executive Order 10358 as amended.
e. 5 CFR, parts 550 and 610.

f. Public Law 95-390
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1. REASON FOR ISSUE: To issue Department of Veterans Affairs (VA) procedures regarding hours
of duty and leave.

2. SUMMARY OF CONTENTS/MAJOR CHANGES: Thishandbook sets forth mandatory
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PART |. GENERAL PROVISIONS
1. PURPOSE. Thishandbook contains instructions and mandatory procedures for Department of
Veterans Affairs (VA) policy on the establishment of duty schedules and the administration of leave

systemswithin VA. It isapplicable to most VA employees, except for the following:

a. Purchase and hire employees; however, they are subject to the provisions of 5 U.S.C. 5544(a),
relating to overtime.

b. Veterans Canteen Service employees appointed under authority of 38 U.S.C. ch. 77; they are
subject to leave provisions of 5 U.S.C. ch. 63, but their leave policies are published in VCS-1, "Veterans
Canteen Service Operating Procedures.”

c. Hospital administration residents are excluded by the provisions of 5 U.S.C. 6101(a)(1) and
5541(2)(v).

d. Employeesfor whom no regular tour of duty has been established for each administrative workweek
are not covered by any leave system.

e. Persons employed on an intermittent basis, per annum fee basis, or lump-sum fee basis, under
authority of 38 U.S.C. 7405 are paid for actual service rendered and therefore their duty schedules shall
be determined by procedural requirements issued by the Under Secretary for Health. Such employees are
not entitled to leave benefits.

2. REFERENCES

a. 5U.S.C. chs. 51, 55, 61, and 63.

b. 38 U.S.C. chs. 73 and 74.

c. 38U.S.C. 7421.

d. Executive Order 10358, as amended.

e. 5 CFR parts 61 and 63.

f. VA Handbook 5007.

g. MP-4, part || and VHA Supplement, MP-4, part 11.

h. VA Manual M-8, Partsll, Il and IV.
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3. DEFINITIONS

a. Accrued Leave. Theleave earned by an employee during the current leave year that is unused at
any given timein that leave year.

b. Accumulated Leave. The unused leave remaining to the credit of an employee at the beginning of
aleave year.

c. Administrative Workweek. The calendar week, Sunday through Saturday.
d. [Alternate Work Schedulesfor Registered Nurses.

(1) 36/40 Work Schedule. Three regularly scheduled 12-hour tours of duty within an administrative
workweek that is considered for all purposes to be afull 40 hour basic workweek.

(2) 9-Month Work Schedule. Nine months part-time with three months off duty within afiscal year,
paid at 75 percent of the full-time rate for such nurse's grade and step each bi-weekly pay period of the
fiscal year.

(3) Baylor Plan. Two regularly scheduled 12-hour tours of duty contained entirely within the first
and last day of the administrative workweek (Sunday and Saturday)].

e. [Basic Wor kweek

(1) For full-time employees (other than physicians, dentists, podiatrists, chiropractors, optometrists,
nurses, nurse anesthetists, physician assistants (PAs) and expanded-function dental auxiliaries (EFDAS)
appointed under 38 U.S.C. Chapters 73 or 74), basic workweek is the 40 hour workweek established in
accordance with 5 CFR 610.111 and Part |1, Chapter 2 of this handbook.

(2) Full-time physicians, dentists, podiatrists, chiropractors, and optometrists to whom the provisions
of Part 11, Chapter 3 of this handbook apply shall be continuously subject to call unless officially excused
by proper authority. Thisrequirement asto availability exists 24 hours per day, 7 days per week.

(3) For full-time nurses, nurse anesthetists, PAs and EFDAS, basic workweek means a 40 hour
workweek established in accordance with the provisions of Part |1, Chapter 3 of this handbook. A 36/40
Work Schedule and the Baylor Plan (24-hour) basic workweek is established in accordance with the
provisions of Part |1, Chapter 3 of this handbook is applicable only to full-time nurses and nurse
anesthetists. Employees under the 9-Month Work Schedule are considered part-time employees, except
for purposes of health insurance per 38 U.S.C. 7456A(d)(4)].

f. General Leave Terms. Inadministrating 5 U.S.C. ch. 63, VA will observe the definitionsin 5 CFR
630.201.

g. Irregular or Occasional Overtime Work. Overtime work that is not regularly scheduled.
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h. Leave Year. A leave year begins on thefirst day of the first full biweekly pay period in a calendar
year and ends the day before the first full biweekly pay period in the following calendar year.

i. OvertimeWork and Overtime. Definitions are the same as the definitionsin 5 CFR 550.103(i) and
550.111 for General Schedule (GS) employees and non-U.S. citizen employees overseas. Overtimefor title
38 employeesisdiscussed in VA Handbook 5007, part V, chapter 2.

j. Part-Time Employee. An employee who performs aregular tour of duty on less than afull-time
basis. A regular tour of duty is defined as a specific number of hours scheduled over the course of a pay
period. Such an employee may perform duty on an unscheduled basisin addition to the regularly
scheduled tour of duty.

K. Regular Overtime Work. Overtime work that isregularly scheduled. For this purpose, any
overtime work scheduled for an employee in advance of the administrative workweek in which it occurs
constitutes regular overtime.

|. Regularly Scheduled Administrative Workweek. For full-time employees (other than physicians,
dentists, podiatrists, chiropractors, optometrists, nurses, nurse anesthetists, PAs and EFDASs appointed under
38 U.S.C. chs. 73 or 74), means the period within an administrative workweek, established in accordance
with 5 CFR 610.111 and part 11, chapter 3 of this handbook, within which these employees are required to
be on duty regularly. For part-time employees (other than those appointed under 38 U.S.C. chs. 73 or 74), it
means the officially prescribed days and hours within an administrative workweek during which these
employees are required to be on duty regularly.

NOTE: Section 6102, title 5, United States Code, requires that the regular hours of work for wage
employees be established at not more than 8 per day or 40 per week, but work in excess of such hours
shall be permitted when administratively determined to be in the public interest. Work in excess of

8 hours per day, or 40 hours per week, constitutes overtime work for General Schedule and wage
employees (5 U.S.C. 5542 and 5543).
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PART Il. HOURS OF DUTY
CHAPTER 1. GENERAL

1. PURPOSE. This part contains Department of Veterans Affairs (VA) mandatory procedures on the
establishment of duty schedules for employeesin title 5 and title 38 positions.

2. WORK SCHEDULES

a. In scheduling hours and tours of duty for VA employees, primary consideration will be given to
efficiency in management and conduct of agency functions, and equitable treatment of individual
employees. Work schedules will be established in a manner that realistically reflects the actual work
requirement.

b. In Veterans Health Administration (VHA), the proper care and treatment of patients shall be the
primary consideration in scheduling tours of duty under these instructions. Duty schedules shall be
established as appropriate and necessary for performance of services in the care and treatment of patients
and other essential activities within the administrative discretion of the Under Secretary for Health or
designated officials. Thisincludes authorizing flexible and compressed work schedules for title 38 health
care employees outside VA Central Office (VACO).

c. Overtime for nurses, nurse anesthetists, PAs and EFDAs shall be used only under conditions
wherein necessary functions cannot be performed through planned coverage during their regular basic
workweek. Supervisory personnel must obtain proper authorization for overtime before permitting or
requiring the performance of overtime service by an employee. See VA Directive 4100 concerning the
procedures for the use of the Enhanced Time and Attendance System (ETA) for the authorization of
overtime. Administration heads, or their designees, are authorized to order and approve overtime for
employees under their jurisdiction.

d. The occurrence of holidays shall not affect the designation of the basic workweek.

-1
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CHAPTER 2. ESTABLISHMENT OF WORKWEEKS, TOURS OF DUTY,
AND WORK SCHEDULESFOR EMPLOYEESIN TITLE 5POSITIONS
(APPOINTED UNDER 5U.SC., CHAPTER 51)

1. BASIC WORKWEEK AND WORK SCHEDULES
a. Basic Wor kweek

(1) Within each administrative workweek, the "basic workweek" for full-time employees shall be 40
hoursin length. The normal tour of duty within the 40-hour basic workweek shall consist of five 8-hour
days, exclusive of the luncheon period, Monday through Friday. Except for unusual circumstances, as
provided below, the working hoursin each day in the basic workweek shall be the same. Directors of
field facilities are authorized to fix the hours of duty constituting the normal tours of duty within the 40-
hour basic workweek. Employees will have their assignments scheduled in advance over periods of not
less than one administrative workweek.

(2) Other tours of duty constituting the 40-hour basic workweek may be established when adherence to
the normal tour is administratively impracticable, will handicap operations, or result in substantially
increased costs. Under such conditions, directors of field facilities may schedule the 40-hour basic
workweek to include Saturday and Sunday. However, the basic workweek may not extend over more than
6 days in the administrative workweek. Deviations from the normal tour of duty within afacility will be
kept to aminimum and generally will be authorized only for certain groups of employees in those cases
where the service is required on a continuing, around-the-clock basis, or must be performed outside the
normal tour of duty of the facility. Where facilities and equipment are to be utilized during more than an 8-
hour day for maximum efficiency, employees shall be assigned on a shift basis, when appropriate. The
head of each VACO office or field facility may (within his or her responsible area) prescribe further
restrictions or conditions appropriate to scheduling of such tours of duty for specific categories of
employees. Administration Heads and top staff officials are authorized to approve tours of duty which are
other than the normal for Central Office personnel under their jurisdiction, with the concurrence of the
Deputy Assistant Secretary for Human Resources Management [and Labor Relations].

(3) When tours of duty must necessarily vary from the normal tour, employees will be given the
opportunity of discussing their assignment and of having their views or personal problems arising in
connection with such assignment considered. Tours of duty will not be changed arbitrarily, and insofar
as possible, employees will be given notice of any change in their work schedule at least one
administrative workweek in advance. Sympathetic consideration will be extended to employees who
have religious scruples against working on their Sabbath. |f practicable, mutually satisfactory exchange
of duty assignments may be worked out for such employees, or substitute work time may be provided to
offset the time required for religious observance. Insofar as possible, work schedules should be arranged
to permit employees observance of their Sabbath on whatever day it occurs.

(4) Notwithstanding other provisions of this chapter, special tours of duty (of not less than 40 hours)

may be established for General Schedule employees to take coursesin nearby educationa institutions as
outlinedin 5 CFR 610.122. Approving officiasfor these specia tours of duty will be the same asindicated

-3
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in paragraph 1a(2), above. An employee may not receive premium pay solely because the special tour of
duty causes the employee to work on aday or at atime of day for which premium pay would otherwise be
payable. Accordingly, the approving official or designee will make a determination of entitlement or non-
entitlement to premium pay. The payroll office and unit timekeeper will be informed of this determination.
Payroll offices should maintain appropriate records to assure accurate data for any required reports.

(5) Notwithstanding other provisions of this chapter, deviations from the normal tour of duty may be
established when strict adherence to the normal tour of duty would cause undue hardship or restrict
employment, placement, or advancement opportunities for serioudly disabled veterans and other serioudly
disabled individuals. Before a special tour of duty may be authorized under this subparagraph, all factors
should be considered, such as: the nature and extent of an individual's disability; the extent to which a
disabling condition precludes adherence to a normal tour; the needs, desires and abilities of the individual
who would be affected; and, management considerations such as essential staffing requirements and
organizational needs. In no case, however, will aspecial tour of duty be authorized against the wishes of an
individual.

(6) Where more than one tour of duty exists for any category of employees in an organizational
segment, employees affected shall be afforded the opportunity of rotation. Periodic rotation on an
impartial and reasonable basis is encouraged so that all employees concerned will share in assignments
between the |ess desirable and more desirabl e tours of duty.

(7) All employees are expected to be on duty during the full period of their tours of duty unless absent
on approved leave; to observe the opening and closing hours established for the tour of duty; and to
adhere to established luncheon periods.

(8) Except where the functions of specific employees, such as chaplains, may be seriously disabled,
breaks in working hours of more than 1 hour will not be scheduled in any basic workday.

b. Toursof Duty Including Standby Time. VACO office directors and field facility directors, or
designees, are authorized to establish regularly scheduled administrative workweeks for employees in non-
patient care General Schedule positions requiring standby duty meeting the conditions set forthin 5 CFR
550.143. This authorization appliesto two types of duty tours, which include standby duty. These are: (1)
the situation in which an employee has a basic workweek requiring full-time performance of actual work
and isrequired, in addition, to perform standby duty on certain nights, or to perform standby duty on certain
days not included in the basic workweek; and (2) the situation requiring alonger than 40-hour tour of duty
in which asubstantial part of the entire tour of duty, at least 25 percent, is spent in a standby status which
occurs throughout the entire tour. All tours of duty involving standby status shall be clearly delineated, as
appropriate, as to the total hours of duty, the number of hours of actual work required, the number of hours
of standby required, the specific hours of duty scheduled, and, where applicable, the hours constituting the
basic workweek of 40 hours. The length of the regularly scheduled administrative workweek in these cases
isthe total number of regularly scheduled hours of duty within each administrative workweek.

c. Periodic Review of Schedules. Duty schedules should be reviewed periodically to ensure that they

meet the needs of the service efficiently with due consideration being given to employee needs. Particular
attention should be given to tours of duty which include standby time or regular overtime.

-4
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d. Labor Reations. Management should meet itslocal labor relations responsibilities when
implementing policies under this chapter.

NOTE: The establishment of workweeks in accordance with the provisions of 5 CFR 610.111(b) is not
authorized within VA.

2. WORK SCHEDULE INFORMATION. Approved tours of duty, by Time and Leave Unit, are
available electronically to al employees from the Payroll Office.

3. OVERTIME

a General. Overtimework means each hour of work in excess of 40 hoursin an administrative
workweek or in excess of 8 hoursin aday, whichever isthe greater number of overtime hours. Excluded
are employees on compressed work schedules or the Baylor Plan (see paragraph 11 of this chapter and
VA Handbook 5007). Overtimeis considered an expedient to be used only under conditions wherein
necessary operations cannot be performed through planned coverage by on-duty personnel during their
regular non-overtime basic workweek. Supervisory personnel must obtain proper authorization for
overtime before permitting or requiring the performance of overtime work by an employee. Administration
heads and other top officials are authorized to prescribe, in their responsible areas, such limitations as are
necessary to provide control and prevent abuse of the use of overtime. Each responsible official must
assure that the rights of employees to compensation for overtime services are observed. Each responsible
official shall also adhere to a policy of authorizing only such overtime as can be readily demonstrated as
wholly supported from the standpoint of emergency and/or efficiency in carrying out his’her
responsibilities, and with due regard to cost and the availability of current funds. (Seealso part Il of this
handbook regarding use of annual leave in proximity to overtime.) Any overtime duty required of
employees should be equitably distributed consistent with the needs of the office. However, overtime
duty should not be required of employees when it will impair their health or efficiency or cause extreme
hardship to them.

NOTE: See VA Directive 4100 regarding procedures for use of VA Form 1098, Request for and
Authorization of Overtime Work (if not utilizing the Enhanced Time and Attendance (ETA) program).

b. Regular Scheduled Overtime. A regularly scheduled administrative workweek consisting of a
period of overtime work, either asapart of or in addition to the 40-hour basic workweek, may be
established by administration heads or staff office heads, or their designees, for their respective personnel
within Central Office, and by field facility heads. When aNational Cemetery isinvolved, the Director of
the appropriate National Cemetery Area Office will make this determination. If the regular overtime work
is not expected to recur over an extended period of time (at least 2 consecutive administrative workweeks),
it may be authorized by the officials listed above. For purposes of leave and overtime pay administration,
the authorization shall specify for such employee(s), by calendar days and number of hours aday, the
overtime periodsincluded in the regularly scheduled administrative workweek. Compensatory time off in
lieu of premium pay may not be granted for such overtime work. (See definition of "regular overtime
work" in part I, paragraph (3)(i).)

-5
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c. Irregular or Occasional Overtime

(1) Authorizing Officials. Except asindicated in paragraph 3c(3)(b)3, below, staff office heads,
administration heads, facility directors, or their designees, are authorized to order and approve irregular or
occasional overtime.

(2) Callback Overtime. Any unscheduled overtime work performed by an employee who is called
back to work on an off-duty day, or on aregular workday after completion of aregular schedule of work
and has | eft the place of employment, will be considered to be at least 2 hoursin duration and should be so
credited. Further, the employee shall be credited with a minimum of 2 hours of overtime for each time
called back, notwithstanding the fact that the second or subsequent returns may be required before the
expiration of 2 hours from the time the employee previously reported for duty (35 Comp. Gen. 448, 37
Comp. Gen. 1, 45 Comp. Gen. 53).

(3) Compensatory Time Off for Irregular or Occasional Overtime

(@ Granting Compensatory Time Off in Lieu of Payment. Compensatory time off in lieu of
payment for irregular or occasional overtime may be granted within the provisions of subparagraphs (b) and
(c), below, to General Schedule, Wage Grade and title 38 employees and non-U.S. citizen employees
oversess.

1. Anofficia authorized to approve overtime work may, at the request of an eligible employee, grant
such employee compensatory time off from the scheduled tour of duty in lieu of overtime pay. The amount
of compensatory time off will be equal to the amount of time spent in the irregular or occasiona overtime
work.

2. Inthe absence of a specific request by the employee for compensatory time off in lieu of payment, an
employee who is covered by the Fair Labor Standards Act (FLSA), or an employee who is nhot covered by
FLSA and whose basic rate of compensation is not in excess of the maximum rate provided for GS-10 of
the General Schedule, must be paid for the overtime services rendered.

3. Inthe case of an employee, who is not covered by FLSA, whose rate of basic compensationisin
excess of the maximum rate for GS-10, the official authorized to approve overtime work may, at hisown
discretion, provide for compensatory time off in lieu of overtime pay. Such determination shall take into
account all pertinent factors, including the employee sviews. If, after consideration of all factors, paid
overtimeisindicated, prior approva will be requested from the facility director, or designee. No such
approva will bein effect for more than 3 months without a specific re-determination. An employee for
whom compensatory time off is directed should be so notified at the time the overtime duty is ordered.
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(b) Timelimitson Compensatory Time

1. Compensatory time off should be taken as soon as possible after it is earned, but not later than the end
of the 7th pay period following the pay period in which it isearned. Compensatory time off may be taken
only during the employee's basic workweek.

2. For employees covered by the FLSA, compensatory time off not taken within the time limit
prescribed above must be paid at the overtimerate. For employees not covered by the FLSA, compensatory
time off not taken within the time limit prescribed above because of the exigencies of the service will be
paid at the overtimerate. If compensatory time is not taken within this period because of personal reasons
not due to the exigencies of service, the right to compensatory time off or overtime pay for the duty
performed islost.

3. Incases of inter-facility transfers, compensatory time off must be taken or paid for prior to the
effective date of the transfer. Under no circumstances will an obligation for compensatory time off be
transferred to the receiving facility.

4. The date of separation stated in an employee's advance notice of separation due to reduction in force
may be administratively extended so as to include any compensatory time due. However, where, dueto
reasons beyond the control of the employee, compensatory time off is not taken prior to separation and no
extension of the separation date is granted, overtime compensation is payablein lieu of the compensatory
time off (26 Comp. Gen. 750).

d. Limitation on Overtime Pay. 5 U.S.C. 5547 provides that premium compensation is not payable
where it results in an aggregate rate which exceeds the rate of basic compensation provided for grade GS-
15, step 10. An employee who is prohibited by that aggregate compensation limitation from receiving
overtime compensation may not receive compensatory time off in lieu of such prohibited compensation (26
Comp. Gen. 750).

4. LUNCH PERIOD

a Normally, during each 8-hour tour, employees will be allowed a specific period of time off to eat a
meal. A meal period during which employees are regularly and totally excused from their official duties
may not be considered as an official duty period for which compensation is payable. When ameal period is
set aside, the length of the tour or workday will be extended by the length of the non-work period.

b. In sometypes of situations, however, it may not be administratively practicable to allow a specified
period of time off for ameal. For example, when around-the-clock shifts are employed, the scheduling of
meal periods would require overlapping of shifts and the vacating of official duties by employeesin awork
Situation requiring constant service and function. In another instance, the job situation may be such asto
require the constant attention and skill of specific employees, and a suitable relief that would permit
reasonable continuity of functionis not available. Inthesetypes of cases, it is proper to schedule shifts
without ameal period. Although under such unusual circumstances, employees may not be excused from
their official duties, they may be permitted to eat on the job when it is possible to do so without stopping or
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interrupting the work assignment and responsibility. Such exceptional tours of duty shall be carefully
examined asto justification by the approving official, and fully documented.

5. HOLIDAYS

a. General. ItisVA policy to excuse from duty on legal holidays (and non-workdays designated by
Federal Statute or Executive Order) all employees except those required to maintain the usual essential
services. Employees who are notified to appear for duty on legal holidays and fail to report for work will
be, in the absence of satisfactory explanation or justification, determined to be AWOL (absence without
leave) and will lose pay for the day. However, notwithstanding the preceding provisions of this
subparagraph, full-time nurses and nurse anesthetists on the Baylor Plan shall not be entitled to holidays.

b. Identification and Deter mination of L egal Holidays

(1) For identification and determination of legal holidays, see’5 U.S.C. 6103 and 6104, and Executive
Orders 10358 (as amended by E.O. 11226 and 11272) and 10552.

(2) For purposes of section 4(b) of Executive Order 10358, the employee'sfirst full day off in the
calendar week will be considered the day off in lieu of Sunday.

(3) For purposesof 5U.S.C. 6103(b)(2), the employee's second day off in the calendar week will be
considered the day off in lieu of Saturday.

(4) All other holidays shall be observed on the day they occur. Part-time employees who are excused
from duty on aholiday are entitled to their regular pay for that day.

(5) Anin-lieu non-workday may be granted to full-time non-physician facility directors, physicians,
dentists, podiatrists, [chiropractors,] and optometrists, for work performed on a holiday or the day
observed as a holiday, provided the full-time employee’ s services can be spared without detriment to
patient care. Such in-lieu day, if authorized, must be taken within 90 days by the full-time employee
concerned. Full-time employees who are assigned to work on holidays and whose absences were not
authorized will be reported as being on unauthorized absence and will lose pay for that day.

NOTE: Anin-lieu non-workday shall not be authorized for a nurse, nurse anesthetist, PA or EFDA who
works on a holiday or the day designated as a holiday.

c. ReligiousHolidays. Whilethereisno officia observance of religious holidays, except those which
may also be legal holidays, it isthe policy of VA to permit, insofar as practicable, absence from work for
those employees who desire to observe religious holidays. Absence of employees on religious holidays will
be charged to annual leave, if they have annual leave to their credit, otherwise to LWOP. Employees may,
under provisions of 5 U.S.C. 5550a, and applicable regulations, elect to work compensatory overtime for
the purpose of taking time off without charge to leave when their personal religious beliefs require that
they abstain from work during certain periods of the workday or workweek, thereby avoiding an annual
leave or leave without pay charge.

11-8



JUNE 16, 2004 VA HANDBOOK 5011/2
PART 11
CHAPTER 2

d. Stateand Local Holidays. Except as provided below for non-U.S. citizen employees overseas, State
and local holidayswill not be observed by the mere fact of their occurrence and such dayswill be treated as
regular workdaysif they fall within an employee's basic workweek. Absence on such dayswill be charged
to leave. Directors may close facilities on State or local holidays only if it is determined that Federal work
may not be properly performed. In determining when Federal work may not be properly performed,
employees of the office must be actually prevented from working by one of the following circumstances:

(1) The building or office in which the employees work is physically closed; or building services
essential to proper performance of work are not operating.

(2) Locdl transportation services are discontinued or interrupted to the point where employees are
prevented from reporting to their work location.

(3 Theduties of the employees consist largely or entirely of dealing directly with employees and
officials of business or industrial establishments or local government offices, and al such establishments are
closed in observance of the holiday, and there are no other duties (consistent with their normal duties) to
which the employees can be assigned on the holiday. When such determination is made, the records of the
facility shall be fully documented to reflect the basis and justification for the action. When the officeisthus
closed, such days are not chargeable to annual leave. The directors of the Manila Regiona Office and the
VA Officefor Europe are authorized to excuse non-U.S. citizen employees from duty on legal holidays of
the country therein without charge to leave. Employees (including non-U.S. citizen employees) required to
work on a State or local holiday, however, are not entitled to premium compensation or to compensatory
time off.

e. Holiday Benefitsin Connection with Absencein Non-pay Status

(1) Employees (except full-time nurses and nurse anesthetists on the Baylor Plan) are entitled to
payment for the holiday if they are absent in anon-pay status (including LWOP or AWOL) on the day
immediately following the holiday, provided they werein apay status (duty or leave) the day preceding the
holiday, and provided the holiday was not included within the period of non-pay status. If the holiday was
included within the period of non-pay status, payment for the holiday will not be made. Wherever possible,
periods of LWOP should not be scheduled so as to begin or end on a holiday.

(2) Employees (except full-time nurses and nurse anesthetists on the Baylor Plan) in anon-pay status
(including LWOP or AWOL) the day preceding the holiday will receive payment for the holiday, provided
they arein a pay status (duty or leave) the next regularly scheduled workday immediately following the
holiday, and provided the holiday was not included within the period of non-pay status.

(3) The provisions of subparagraphs e(1) and (2) [ ] also apply to in-lieu days granted to full-time
non-physician facility directors, physicians, dentists, podiatrists, [chiropractors,] and optometrists.
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6. TEMPORARY CLOSING OF OFFICES. Under some circumstances, it may be necessary to
temporarily suspend or reduce operations at afacility because of flood, fire, or asimilar "Act of God" or for
emergency repairs. Directors are authorized to temporarily close an activity under their jurisdiction when
required by those circumstances. For information concerning determination of authorized absence or leave
status for employees in such cases, refer to part 111, chapter 1, paragraph 12u(8) of this handbook. A report
of such emergency closing should be made as soon as practicable to the appropriate Administration in
Central Office.

7. DAYLIGHT-SAVINGSTIME

a. VA will observe daylight-savings timein those localitieswhereit isin effect. Employeesworking on
atour when daylight-saving time goes into effect, and whose tour of duty is thereby shortened 1 hour, will
be charged 1 hour of leave for the hour lost (26 Comp. Gen. 921).

b. Employees working on atour when standard time goes into effect will be credited with the number of
hours they are actually on duty (26 Comp. Gen. 921).

8. LIMITATIONSON TOURSFOR MINORS. State and municipal labor laws generally prescribe
gpecial limitations on arrangement of tours of duty for minors. Although these laws are not binding upon
VA, al VA ingallations should comply with them insofar as practicable.

9. EMPLOYEESPARTICIPATING IN DISASTER AND CIVIL DEFENSE PROGRAMS. Inthe
case of employees who are assigned to participate in VA disaster and civil defense programs or in civil
defense pre-emergency training programs and test exercises conducted by any State or political
subdivision thereof, the tours of duty of such employees will, insofar as practicable, be so adjusted that
they do not exceed the basic workweek or regularly scheduled administrative workweek. Executive
Order 10529, dated April 22, 1954, restricts the period of official time that may be authorized for any
such assignment of an employee to not to exceed atotal of 40 working hours during a calendar year.

10. DRESS-UP TIME/WEARING OF UNIFORM S

a. Inconsideration of local circumstances and needs, field facility heads may (1) permit employeesto
wear uniformsto and from work or (2) require that uniforms be changed at the facility. The practice
adopted should take into consideration the views of employees, the adequacy and location of locker
facilities, recommendations of local Infection Committees, and the effect on replacement cost of uniforms.
A facility's policy concerning the exercise of this discretionary authority shall be clearly set forthin local
issuances.

b. When employees are permitted to wear their uniforms to and from work, no time will be set aside
within the employees’ scheduled tours of duty nor will any additional time be added to the employees
scheduled tours, for the purpose of changing into or out of uniform.

¢. When employees are not permitted to wear uniforms to and from work, the following provisions shall
apply:

11-10



JUNE 16, 2004 VA HANDBOOK 5011/2
PART 11
CHAPTER 2

(1) Except asindicated [ ], the employees shall be granted a reasonable amount of time within their tours
of duty to change into or out of uniform. In situations involving successive shifts requiring continuity of
service and exchange of information and instructions between employees, overlapping hours of duty shall
be provided to the extent feasible so as to facilitate apportionment of time for purposes of changing into or
out of uniforms within the prescribed tour of duty. In all such cases, tours of duty shall be so established as
to assure that all full-time employees will be scheduled for a 40-hour basic workweek each calendar week.

(2) If administrative necessity requires the changing into and out of uniform outside the employees tours
of duty, adequate additional time shall be officialy scheduled for the employees before and after their
regular tours of duty for such purpose. These scheduled periods of time shall be compensated under
regulations pertinent to overtime pay, when appropriate.

d. Asaconvenience for employees permitted to wear their uniformsto and from work, facilities should
be made available for those who prefer to change at the facility.

11. ALTERNATIVE WORK SCHEDULES (FLEXIBLE AND COMPRESSED WORK
SCHEDULES)

a General. Thischapter implements Department of Veterans Affairs (VA) policies and procedures
concerning flexible and compressed work schedules. 1t applies to employees under the General Schedule,
members of the Senior Executive Service (SES), non-U.S. citizen employees outside the United States, and
unless excepted under subparagraph b(2), employees compensated under the Federal Wage System and
employees appointed under “hybrid” 38 United States Code (U.S.C.) 7401(3) and 7405 (a)(1)(B)
appointments, such as physical therapists and registered respiratory therapists, nurses, nurse anesthetists,
physician assistants and expanded-function dental auxiliaries. This paragraph does not apply to:

(1) Veterans Health Administration employees appointed under chapter 73 or chapter 74, title 38,
U.S.C., except as noted in the preceding subparagraph.

NOTE: VA policieson flexible and compressed schedules for nurses, nurse anesthetists, physician
assistants and expanded function dental auxiliaries are contained in chapter 3 of thispart. VA policieson
compressed schedules for physicians, dentists, podiatrists[, chiropractors,] and optometrists, aswell asthe
Chief Consultant, Nursing Strategic Healthcare Group who is appointed under 38 U.SC. 7306, are also
contained in chapter 3, this part.

(2) Veterans Canteen Service employees appointed under 38 U.S.C. ch. 78.

(3) Purchase and hire employees appointed under Schedule A, 5 CFR part 213.

(4) Employees compensated under the Executive Schedule (5 U.S.C. ch. 53).
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b. References

(1) 5U.SC. 6120--6133.

(2) 5CFR 610.401--610.407.

(3) 38U.S.C. 7421(a) and 7423(a)

(4) Managing Time— Alternative Work Schedule Options/A Guide for Supervisors

c. Definitions

(1) Administrative Workweek. A period of 7 consecutive calendar days, which coincide with the
calendar week, Sunday through Saturday.

(2) Alternative Work Schedule. A work schedule that is other than the traditional work schedule
(8 hours per day/40 hours per week with fixed starting and quitting times), which consists of either a
flexible work schedule or compressed work schedule.

(3) Basic Work Requirement. The number of hours during a biweekly pay period, excluding overtime
hours, which an employee is required to work or is required to account for by leave or otherwise.

(4) Biweekly Pay Period. The pay period covering two administrative workweeks authorized under 5
U.S.C. 5504.

(5) Compressed Schedule

(@ Inthe case of afull-time employee, an 80-hour biweekly basic work requirement which is scheduled
for lessthan 10 workdays.

(b) Inthe case of a part-time employee, a biweekly basic work requirement of less than 80 hours which
is scheduled for less than 10 workdays.

(6) CoreTimeBand. Those designated hours and days during the biweekly pay period when an
employee on aflexible schedule must be present for work.

(7) Credit Hours. Those hourswithin aflexible schedule that an employee elects to work in excess of
the basic work requirement so asto vary the length of aworkday or workweek (not applicable to SES
employees).

(8) Flexible TimeBand. That part of the schedule of working hours during which, under procedures

contained herein, employees may choose their time of arrival and departure from the worksite, within limits
consistent with the duties and responsibilities of their position.
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(9) Flexitime. A system of work scheduling which splits the workday into two distinct kinds of time:
Coretime and Flexible time.

(10) Flexitour. A type of flexitime where an employee, having selected starting and stopping times
within the flexible time band, continues to adhere to these times. Employees may request different starting
and stopping times. Such tours, and changes to such tours, however, must be approved by the employee's
supervisor and documented in accordance with the procedures in this paragraph.

(11) Gliding Flexitour. A type of flexitime in which afull-time employee has a basic work requirement
of 8 hoursin each day and 40 hoursin each week, may select an arrival time each day, and may change that
arrival time daily aslong asit iswithin the flexible hour band established by the supervisor.

(12) Modified Flexitour. Another type of flexitime where the employee selects a starting time within
the established flexible time band which establishes the employee’ s assigned schedule; however, in this
case the employee is given 15 minutes of flexibility on either side of the selected arrival time. The actual
time of arrival becomes the employee's starting time for that day. For example, an employee selecting 7:30
am. as a starting time under the modified flexitour may report for work anytime between 7:15 am. and 7:45
am. If an employee arrivesfor duty at 7:20 am., this becomes the employee's starting time for that day.
Assuming a half-hour lunch period and an 8-hour tour of duty, the departure time would be 3:50 p.m. If the
same employee reports at 7:05 a.m., his or her starting time would not begin until 7:15 am. The same
employee arriving for work at 7:50 am. is5 minutestardy. Under the modified flexitour, the starting time
and changes in the starting time must be approved by the supervisor and documented in accordance with the
procedures in this chapter.

(13) OvertimeWork

(&) For the purposes of flexitime, al hours of work in excess of 8 hoursin aday or 40 hoursin aweek
which are officialy ordered and approved.

(b) For the purposes of compressed work schedules:

1. For full-time employees, the term overtime hours refers to officialy ordered or approved hours of
work [performed in excess of ] the employee's basic work requirement.

2. For part-time employees, overtime hours are those hours of work [performed in excess of the basic
work requirement for aday (but must bein excess of 8 hours) or for aweek (but must be in excess of 40
hours)].

(14) Tour of Duty. Under aflexible work schedule, the limits set by the authorizing official within
which employees must complete their basic work requirement. Under afixed schedule, such asa
compressed work schedule, an employee’ s tour of duty is synonymous with the employee’ s basic work
requirement.
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(15) Work Unit. An organizational entity located in one place with a specific mission and with
homogeneous procedures or technology headed by a supervisor or manager authorized to certify a group of
employees’ time and attendance.

d. Planning Flexible and Compressed Work Schedules. Flexible and compressed work schedules
require careful advance planning and good employee communication. The possible positive and negative
effects of flexible and compressed schedules must be explored. |If affected employees arein an exclusive
unit of recognition, the employee involvement will be provided by, or coordinated with, their exclusively
recognized labor organization. An analysis of the work requirementsin the work unit and an evaluation of
the potential impact of flexible and compressed work schedules on the functions of the work unit should be
made. This should include special attention to the following:

(1) Workload Characteristics
() Taskswhich must be performed within a specific period or according to a predetermined schedule;

(b) How much workflow can be adjusted to accommodate a system of flexible or compressed work
schedules;

(c) The coordination required between work units and functions, as well as employee scheduling;

(d) The period of daily or weekly peak workloads where al or most of the employees in the work unit
must be present;

(e) The employee coverage required during public service hours; and

(f) The effect of such schedules on efficiency and productivity.

(2) Other Considerations

(&) Work unit costs (additional staff, premium pay, space and equipment), potential increased heating
and cooling costs, impact on employee commuting, operation of the cafeteria and employee health unit,
potential increased rent or standard level user charges, increased security, cleaning, and maintenance service

EXPEenses;

(b) Effectson recruitment and retention, opportunities for full and part-time employment, and
opportunities for women and disabled individuals;

(c) Method and extent of training required to acquaint employees and supervisors with changesin their
responsibilities;

(d) Potentia adverse impact on morale of employees who, for operationa reasons, may not be placed on
flexible or compressed work schedules, or the adverse impact on employees not desiring such placement;
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(e) Impact of extending the hours during which employees may work thereby requiring more
management control for both preparing and certifying time and attendance reports; and

(f) Ability of employeesto work independent of supervision.
e. Responsibilities

(1) The Secretary or designee isthe approving official for flexible and compressed work schedules for
employees occupying positions centralized to that office.

(2) Administration Heads, Assistant Secretaries, Other Key Officias, and Deputy Assistant Secretaries
are responsible for approving, disapproving, or discontinuing flexible and compressed work schedules for
VA Central Office employeesin their organizations.

(3) Facility directors are responsible for approving or discontinuing flexible and compressed work
schedules for employees under their jurisdiction.

(4) The Deputy Assistant Secretary for Human Resources Management [and Labor Relations] will
advise management and operating officials on the policies and proceduresin this part.

(5) Supervisors are responsible for assuring that sufficient numbers and kinds of personnel are scheduled
to be present to carry out operations in an efficient and economical manner. They must also ensure
adequate coverage during public business hours and that participating employees are treated equitably.

(6) Employeeson flexible or compressed work schedules are responsible for fulfilling their obligation to
account for afull day'swork. Abuse of flexible or compressed work schedules may result in restrictions on
the employee's starting and stopping times, discontinuing the flexible or compressed work schedules under
subparagraph g(7)(b) and/or appropriate disciplinary action.

f. Flexitime
(1) General Requirements

(& The establishment of flexible tours of duty islimited to the flexitour, modified flexitour, and gliding
flexitour, as defined in paragraph 11c above.

(b) Coretime bands shall be determined by the authorized official; however, they should be the same for
employees in the same work unit performing similar tasks and for employees in different work units
performing interrelated tasks. The appropriate official may authorize deviations from approved core time
bands for individual employeesin unusual cases.

(c) Theapproving official, or designee, may determine the numbers and kinds of employees on duty
during the core hours of any given day. Further, to assure essential services are provided outside core
hours, the approving official, or designee, may restrict the employee's choice of arrival and departure time if
participation in flexible schedules proves disruptive or otherwise impedes efficient operations.
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(d) A flexible work schedule under this paragraph and a compressed workweek under subparagraph g
may not be ssimultaneoudly established in the same work unit.
(e) The modified flexitour will not be used in combination with standby tours of duty or on-call duty.

(f) Flexible scheduleswill not be established if they will result in payment of night differential to an
employee, or group of employees, who would not normally perform night work.

(g) Ifitisfound that aflexible schedule has had or would have an adverse impact (see subparagraph
9(7)(b)), the approving officia shall not establish, or shall discontinue, it.

(2) Credit Hours (not applicable to SES employees)
(&) Credit hours may be earned at the option of employees with supervisory approval.

(b) Employees do not receive overtime pay for credit hours and, unlike overtime, credit hours are not
ordered in advance by management. Employees on flexible work schedules may work them to shorten the
length of another workday or workweek. However, they may be used only after approval by the appropriate
approving official.

(c) Full-time employees may carry over no more than 24 credit hours into the next pay period (part-time
employees may carry over no more than 25 percent of the hoursin their biweekly basic work requirement).
Within these limits, credit hours not used within 7 pay periods after they are earned will be carried over for
use for an additional 7 pay periods. If not used by the end of the second 7 pay period timeframe, the
employee will forfeit them, unless the employee was prevented from using them because of an exigency of
the service. Inthisinstance, the employee may request an extension of the time limit to use the credit hours.

(d) When an employee ceasesto work in awork unit where credit hours may be earned, the employee
will be given the following options:

1. Sufficient advance notice to use earned credit hours prior to leaving the work unit;
2. Compensation for the earned credit hours at the employee’ s current rate of basic pay; or

3. Transfer of the earned credit hours to the new work unit, if credit hours have been authorized for that
work unit.

(e) If compensated for credit hours, afull-time employee will be paid for not more than 24 credit hours.
A part-time employee will be paid for not more than 25 percent of the hours in the employee’' s basic work
requirement. Credit hourswill not be transferred between facilities.

(3) Timeand Attendance Records

11-16



APRIL 15, 2002 VA HANDBOOK 5011
PART 11
CHAPTER 2

(@) Thearrival and departure times will be recorded for each employee, including supervisors, in any
work unit using flexible work schedules. A Time and Attendance Report (VA Form 5631 or an
electronic time and attendance system authorized for usein VA) must be used as the official means to
record, certify, and report employees time and attendance, including the accumulation and use of credit
hours, if applicable.

(b) When the employee’ swork schedule is the same as that of the timekeeper’s or supervisor’s, no
documentation, other than the Time and Attendance Report or electronic system, will be used to record
employee attendance. When the employee’ s work schedule varies from that of the supervisor, some
other method must be used to provide reasonabl e assurance of employee attendance, e.g., () observation
by another supervisor; (b) occasional telephone calls to the employee when the employee is scheduled to
be on-duty; or (c) determining reasonableness of work output for time spent.

(c) Sign-in/sign-out sheets, including VA Form 5283, Weekly Attendance Record (Flexitime) will not
be used to document employee attendance. In rare situations, such as to record the attendance of
employees with attendance problems, alternative methods may be used to document attendance. These
may include logging on to a computer terminal, reporting in to a supervisor on duty, or a personal log
maintained by the employee. Alternate reporting requirements should be limited to specific time periods
and designated in writing.

(d) Supervisors may determine which available method works best for their unit.
(4) Computation of Premium Pay for Employees on Flexible Schedules (not applicable to SES)
(@ Overtimeand Compensatory Time Off in Lieu of Overtime Premium Pay

1. OvertimeHours. Subparagraph c(13) contains adefinition of overtime hours for employeeson
flexible schedules. Employees on flexible and compressed work schedules are eligible for callback
overtime.

2. Compensatory Time Off in Lieu of Overtime Pay

a. Except as provided in subparagraph b below, appropriate officials, or their designees, may, at the
request of a GS or Federal Wage System (FWS) employee on aflexible schedule under this paragraph,
grant compensatory time off in lieu of overtime pay, whether such overtime hours are regularly scheduled
or irregular or occasiona in nature. If the employee does not request compensatory time off in lieu of
overtime pay, or if the employee's request for compensatory time off in lieu of overtime pay is not granted,
the employee shall be compensated for such overtime under the applicable statutory provisions.

b. For GS employees on aflexible schedule under this paragraph who have arate of basic pay in excess
of the maximum rate for GS-10, the approving official, or designee, may require the use of compensatory
timein lieu of overtime. If that option is not exercised, the provisions of the preceding paragraph shall

apply.
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c. Thetimelimits and other provisionsin this chapter concerning compensatory time shall apply to all
compensatory time taken under this chapter. It should be noted, however, that if an employee covered by
the FL SA on flexible schedulesfails to take the compensatory time within seven pay periods, he or she shall
be compensated for the overtime work under the FLSA.

(b) Night Differential
1. Full-time General Schedule Employees

a. If thetour of duty includes 8 or more hours available for work during daytime hours (6 am. to
6 p.m.), the employee is not entitled to night differential.

b. If the core time band is during daytime hours (i.e., 6 am. to 6 p.m.), but an 8-hour tour of duty
includes |less than 8 daytime hours, the employee is entitled to night differential for the difference
between 8 hours and the available number of daytime hoursin the tour of duty.

c. If the core time band includes night work, the employees are entitled to night pay for any non-
overtime work performed at night.

2. Part-time General Schedule Employees. A part-time GS employee is entitled to night differential
for night work performed only during his or her basic work requirement.

3. FWSEmployees. If the core time band includes night work, a FWS employee is entitled to the
appropriate night differential if amajority of the non-overtime hours of the tour of duty falls between either
3 p.m. and midnight or 11 p.m. and 8 am.

NOTE: Meal breaks of 1 hour or lessthat occur when a night shift differential is authorized shall be
included for the purposes of determining a FWS employee's entitlement to night differential.

(c) Holiday Premium Pay
1. Full-time employees on flexible schedules, who perform non-overtime work on aday designated as
their holiday, are entitled to their rate of basic pay, plus premium pay equal to the basic pay for that non-

overtime holiday work.

2. Part-time employees on flexible schedules are entitled to holiday premium pay for the number of non-
overtime hours they work on the holiday, up to a maximum of 8 hours.

(d) Sunday Premium Pay. A full-time employee on aflexible schedule shall be entitled to Sunday
premium pay for non-overtime work performed during aregularly scheduled tour of duty, when any part of
that tour of duty ison aSunday. Part-time employees are not entitled to Sunday premium pay.

(e) SES. Members of the SES are not entitled to any form of premium pay.
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(5) Temporary Duty. If an employeeistemporarily detailed, reassigned or promoted, and is moved
from or to a position which has flexible scheduling, the approving official, or designee, may alow the
employee to continue to use his or her previous work schedule.

(6) Absenceand Leave
(@ Sick and Annual Leave

1. For employees on flexible schedules, time off work during the flexible and core time band must be
charged to the appropriate leave category, compensatory time off or excused absence, as appropriate.

2. The maximum amount of sick or annual leave an employee may apply to abasic work requirement
for any day isthe number of hours the employee is scheduled to work that day.

(b) Holidays. A full-time employee on aflexible schedule, relieved from working on aday designated
ashisor her holiday, shall be entitled to pay with respect to that day for 8 hours. A part-time employee
prevented from working on the holiday shall be entitled to basic pay for the number of hours he or she was
scheduled to work on that day, up to amaximum of 8 hours. Part-time employees are not entitled to aday
off in lieu of the holiday.

(c) Excused and Unexcused Absences. On the flexitour, the employee's selected starting and stopping
times shall be used to determine the amount of excused or unexcused absence to be granted and/or charged.
On the modified flexitour, the employee's selected starting and stopping times shall be used to record
absences unless the employee has actually reported for work. If at work, the time the employee reported
and his or her basic work requirement for that day shall be used to determine absences.

(7) Trave

(@) Travel outside regularly scheduled duty hours must be officially ordered or approved and must meet
one of the four conditions specified in 5 U.S.C. 5542(b)(2)(B).

(b) 5 CFR 610.123 provides additional information about employees traveling outside regularly
scheduled duty hours.

() Ontheflexitour, the employee's selected starting and stopping times shall be used to determine if the
employee istraveling during regularly scheduled hours. On the modified flexitour, the employee's selected
starting and stopping times shall be used unless the employee has aready reported for work. If at work, the
actual time the employee reported, and his or her basic work requirement for that day, shall be used in
making the determination. Nonexempt employees under the FL SA should use this method also in
determining corresponding hours for travel and non-workdays.

g. Compressed Work Schedules

(1) Criteria
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(& A compressed workweek may be established only if all daily tours of duty within the compressed
workweek are in whole hour increments, excluding the meal period (e.g., eight 10-hour tours, eight 9-hour
tours and one 8-hour tour, etc., each biweekly pay period). If, however, the meal period is considered hours
of work, any daily tour of duty on such aday shall be in whole hour increments, including the meal period.

(b) A work unit employee participating in a compressed workweek under this paragraph may not
simultaneoudly work aflexible schedule under subparagraph f of this chapter.

(c) A compressed workweek should not be established in awork unit if it will overlap a standby tour of
duty.

(d) Anemployeein awork unit which isnot covered by a collective bargaining agreement shall not be
required to participate in any compressed workweek unless amgority of employees (i.e., more than half of
affected employeesin the work unit) have voted to beincluded. The specific proceduresfor thisvote are
left to the approving official. Use of written secret ballots are encouraged; subparagraph (8) below contains
aprohibition against the coercion of employees making such determinations.

(e) Exclusion because of persona hardship:

1. Anofficial, or designee authorized to approve compressed workweeks, who, upon written request of
an employee determines that participation of the employee would cause a persona hardship, shall:

a. Except the employee from the compressed workweek; or

b. Reassign the employee to the first vacant position in the organization not on a compressed tour, which
is acceptable to the employee and for which he or she qualifies.

2. Determinations under this subparagraph shall be made no later than 10 days after the written request
isreceived by the deciding official.

(f) The establishment of compressed workweeks does not relieve approving officials, or their designees,
from the requirement to establish workweeks to accomplish the mission and goals of the organization and to
correspond with the employee's actual work requirements.

(g) The approving official may exclude from compressed workweeks any employee or group of
employees whose coverage would create an adverse impact.

(2) Timeand Attendance Records. Under fixed work schedules, such as compressed work schedules,

the supervisor usually has personal knowledge of each employee’ s number of hours on duty, attendance,
and the nature and length of absences and can, therefore, certify each employee’s entitlement to pay
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without the use of special time accounting devices. The VA Form 5631, Time and Attendance Report, is
the official means for recording, certifying and reporting time and attendance.

(3) Computation of Premium Pay. (not applicableto SES)

(@ OvertimeHoursand Compensatory Time Off in Lieu of Overtime Premium Pay for Irregular
or Occasional Overtime Work

1. For full-time employees, the term “ overtime hours’ refersto hours of work officially ordered or
approved and performed [in excess of] the basic work requirement. For part-time employees, overtime
hours are those hours of work [performed in excess of the basic work requirement for the day (but must be
in excess of 8 hours) or for the week (but must be in excess of 40 hours). 1n order to qualify for callback
overtime on a compressed tour, the period of callback must be outside of and unconnected with the
employee’ s basic work requirement and must qualify as overtime as stated above].

2. GS employees on compressed workweeks may receive (or be required to take, if appropriate)
compensatory time off in lieu of premium pay for irregular or occasional overtimework. If the employeeis
on acompressed work schedule, compensatory time off may not be authorized in lieu of premium pay for
regularly scheduled overtime work.

(b) Night Differential

1. GSemployees are entitled to night differential for regularly scheduled night work between the hours
of 6 p.m. and 6 am.

2. FWS employees are entitled to the applicable night differential if amajority of the non-overtime hours
of the tour of duty falls between 3 p.m. and midnight or 11 p.m. and 8 am.

(c) Holiday Premium Pay

1. Full-time employees on a compressed work schedule, who perform non-overtime work on the day
designated astheir holiday, are entitled to their basic rate of pay, plus premium pay equal to basic pay for
that non-overtime holiday work. Employees may not, however, receive holiday pay for work in excess of
their basic work requirement for the day.

2. Part-time employees on a compressed schedule are only entitled to holiday premium pay for non-
overtime work performed on the holiday. Part-time employees are not entitled to aday off in lieu of the
holiday.

(d) Sunday Pay. Full-time employees on acompressed schedule who perform non-overtime work
during aperiod of service, apart of which is performed on Sunday, are entitled to Sunday premium pay for
the entire period of service. Part-time employees covered by this subparagraph are not entitled to Sunday
premium pay.
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(4) Absenceand Leave
(&) Holidays
1. Full-time Employees

a When aholiday falls on aworkday in the employee's compressed workweek, that workday shall be
designated as his or her holiday.

b. When afull-time employee on a compressed schedule has two non-workdays in the administrative
workweek, the first day off shall be considered the employee's " Sunday" and the second day off shall be
considered the employee's " Saturday.” If the holiday falls on the employee's "Sunday," the first workday
following that day shall be designated as the employee's day off in lieu of the holiday. If the holiday falls
on the employee's " Saturday," the first workday preceding that day shall be designated as the employee's
day off inlieu of the holiday. These rules shall apply whether or not the employee's day off actually fallson
Saturday or Sunday, and regardless of whether this causes the designated holiday to fall in another
administrative workweek or pay period.

¢. When afull-time employee on a compressed workweek has three days off in the administrative
workweek and the holiday falls on one of these non-workdays, the following rules shall apply:

(1) When the holiday falls on the first or second day off of the administrative workweek, the following
workday shall be designated as the day off in lieu of the holiday, regardless of administrative workweek.

(2) When the holiday falls on the third day off in the administrative workweek, the preceding workday
shall be designated as the day off in lieu of the holiday, regardliess of administrative workweek.

2. Part-time Employees. If aholiday falls on aday during part-time employees scheduled compressed
workweeks and, if the employees are prevented from working, they are entitled to pay for the number of
hours they were scheduled to work that day. Part-time employees are not entitled to aday off in lieu of the
holiday.

(b) Leave. Time off from an employee's basic work requirement must be charged to the appropriate
leave category, unless the employee is authorized compensatory time off or excused absence.

(c) Excused and Unexcused Absences. The amount of excused or unexcused absence shall be based
on the employee's compressed work schedule in effect at the time.

NOTE: An employee excused for part of a day is expected to return to duty, except when thereis so little
time remaining that no appreciable amount of service would be rendered or the duty station is so distant
that it would be an unreasonable requirement.

(d) Temporary Duty. When an employee covered by a compressed work schedule is temporarily
detailed, reassigned or promoted to a position subject to another schedule, the approving official, or
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designee, may allow the employee to continue to use the compressed schedule, require use of the work
schedule at the new organization, require return to the home site to make up the difference, or grant excused
absence for the difference between the daily compressed work requirement and the number of hours of
work possible under the schedule at the temporary site. It isimportant that the work schedule at the
receiving site and the effective date of any change be fully resolved and understood prior to the assignment
to ensure compl ete understanding about days off, overtime, time spent in atravel status, etc.

(e) Travel. Since compressed work schedules are fixed schedules, guidance for time spent in atravel
status away from the official duty station may be found in 5 CFR 550.112 and 551.422.

(5 Review of Alternative Work Schedules

() Determinationsto Establish or Discontinue Flexible or Compressed Schedules.
Notwithstanding the previous provisions of this paragraph, and subject to subparagraph (7)(a) and (b)
below, any approving official who findsthat a particular flexible or compressed work schedule has had or
would have an adverse impact shall promptly determine not to establish the schedule, or shall discontinue it
if it has already been established.

(b) Adverselmpact. For the purposes of the preceding subparagraph, adverse impact means a
reduction in productivity, adiminished level of service, or an increase in the cost of operations (other than
reasonable administrative costs relating to the establishment of aflexible or compressed schedule.

(6) RecordsMaintenance. Each VA facility is encouraged to maintain records regarding the
development, maintenance, or termination of aflexible or compressed work schedule. These records should
address any increased cost, changes in productivity, and any effect on providing services. An approving
official who thinks that establishing a flexible or compressed work schedule would have an adverse VA
impact or that amodification or discontinuance of an existing schedule is necessary due to such impact,
should maintain sufficient records to support such actions.

(7) Employees Covered by a Collective Bargaining Agreement. Flexible or compressed work
schedules for employeesin aunit represented by an exclusive representative shall be subject to the
provisions of this paragraph and the terms of any applicable collective bargaining agreement.

(@) Determination Not To Establish Flexible or Compressed Work Schedules. If the approving
official and the exclusive representative reach an impasse in collective bargaining with respect to a
determination not to establish aflexible or compressed work schedule, the impasse shall be presented to the
Federal Service Impasses Panel (FSIP) for resolution. The panel shall take final action in favor of VA’s
determination if it is supported by evidence that the schedule islikely to have an adverse impact.

(b) Termination of a Flexible or Compressed Work Schedule. If the approving officia and the
exclusive representative have entered into a collective bargaining agreement providing for the use of
flexible or compressed work schedules, and the approving official determines under subparagraph (5)(a)
above to terminate it, the approving official may reopen the agreement to seek termination. Impasses
concerning such termination shall be presented to the FSIP for resolution. A flexible or compressed work
schedule may not, however, be terminated until agreement is reached or the FSIP so rules.
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(c) Further Information. Contact the appropriate labor management specialist in the Office of Labor-
Management Relationsin VA Central Office for further guidance.

(8) Prohibition of Coercion. An employee may not be directly or indirectly intimidated, threatened or
coerced by any other employee for the purposes of interfering with an employee's rights under this chapter.
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CHAPTER 3. ESTABLISHMENT OF WORKWEEKS, TOURSOF DUTY, AND
WORK SCHEDULESFOR EMPLOYEESAPPOINTED TO TITLE 38 POSITIONS

1. SCOPE

a. This chapter contains basic policies and instructions governing duty for full- and part-time
physicians, dentists, podiatrists, [chiropractors,] optometrists, nurses, nurse anesthetists,
physician assistants (PAS), and expanded-function dental auxiliaries (EFDAS) appointed under
authority of 38 U.S.C., chapter 73 and 74.

b. Except as otherwiseindicated in part |11, chapter 3, paragraph 13 of this handbook, hours
of duty provisions for full-time physicians and dentists contained in this chapter are applicable to
full-time residents appointed under authority of 38 U.S.C. 7406. Theterm “resident” as used in
this paragraph refers to medical and dental residents. As used in this chapter, any reference to
“nurse(s)” includes nurse anesthetist but does not include the Chief Consultant, Nursing
Strategic Healthcare Group; and “employee(s)” includes those personnel indicated in
subparagraph a (both full-time and part-time, unless otherwise specified). The hours of duty
provisions contained in this chapter for full-time physicians and dentists appointed under
38 U.S.C. 7306 shall apply to the Chief Consultant, Nursing Strategic Healthcare Group (118).

c. Persons other than those indicated in subparagraph a employed under authority of
38 U.S.C. chapter 73 and 74, including title 38 hybrid employees appointed to positions listed in
38 U.S.C. 7401(3) including certified or registered respiratory therapists, licensed physical
therapists, licensed practical or vocational nurses, pharmacists and occupational therapists, are
subject to the provisions of 5 U.S.C., chapter 61. Graduate nurse technicians are included in this
category. (Seepart |1, chapter 2, this handbook.)

d. Persons employed on an intermittent basis, per annum fee basis, or lump-sum fee basis,
under authority of 38 U.S.C. 7405 are paid for actual service rendered and therefore their duty
schedules shall be determined by procedural requirements issued by the Under Secretary for
Health.

2. BASIC WORKWEEK AND OFFICIAL DUTY

a. Unless otherwise indicated, the "basic workweek™ for full-time employees shall be 40 hoursin
length. The normal tour of duty within the 40-hour basic workweek shall consist of five 8-hour days,
exclusive of the meal period. Directors of field facilities, or their designees, are authorized to fix the
hours of duty constituting the normal tours of duty within the 40-hour basic workweek. Full-time
physicians, dentists, podiatrists, [chiropractors,] and optometrists to whom the provisions of this chapter
apply shall be continuously subject to call unless officially excused by proper authority. This
requirement as to availability exists 24 hours per day, 7 days per week.
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b. Full-time physicians, dentists, podiatrists, chiropractors, and optometrists shall be permitted some
periods of time free from official duty to the extent that this does not impair provision of essential
servicesin patient treatment and care. Each such full day granted shall be called an “administrative non-
duty day.” Full-time VA Central Office and VA outpatient clinic employees will normally perform duty
Monday through Friday of each workweek. The remaining 2 days (Sunday, the first day of the
workweek and Saturday, the last day of the workweek) shall be designated as the administrative non-duty
days of the workweek for physicians, dentists, podiatrists, chiropractors, and optometrists or the days off
for nurses, nurse anesthetists, PAs and EFDAs. Unusual circumstances may make it necessary, however,
for the Under Secretary for Health, chief consultants, or facility directors, as appropriate, to alter these
provisions for specific individuals or groups of individuals in the best interests of the service.

c. Full-time nurses, nurse anesthetists, PAs, and EFDASs shall be scheduled in advance for a 40-hour
basic workweek in each administrative workweek, except that full-time nurses and nurse anesthetists on
the [Alternate Work Schedules such as a 36/40 Work Schedule and the] Baylor Plan shall be scheduled in
advance|[ ] in each administrative workweek] ].

[(1) The basic workweek for aregistered nurse working a 36/40 Alternate Work Schedule will consist of
three regularly scheduled 12-hour tours of duty within an administrative workweek. Under this work
schedule the registered nurse is considered for all purposes to have worked a full 40 hour basic work week.

(2) The basic workweek for aregistered nurse working the 9-Month Alternate Work Schedule will
consist of five 8-hour days, exclusive of the meal period, with 3 months off duty within afiscal year.

(3) The basic workweek for registered nurses working the Baylor Plan work schedule will consist of
two regularly scheduled 12-hour tours of duty contained entirely within the first and last day of the
administrative workweek (Sunday and Saturday).

(4) The normal tour of duty within the 40-hour basic workweek shall consist of five 8-hour days,
exclusive of the meal period. A full-time nurse or nurse anesthetist shall be placed on an Alternate Work
Schedule only at the beginning of the administrative workweek and taken off at the end of the
administrative workweek.]

d. Because of the continuous nature of the services rendered at hospitals, the facility Director, or
designee (in no case less than a chief of service), has the authority to prescribe any tour of duty to ensure
adequate professional care and treatment to the patient, consistent with these provisions [considered the
employee's "Saturday." If the holiday falls on the employee's "Sunday," the first workday following that
day shall be designated as the employee's day off in lieu of the holiday. If the holiday falls on the
employee's "Saturday," the first workday preceding that day shall be designated as the employee's day off
inlieu of the holiday. These rules shall apply whether or not the employee's days off actually fall on
Saturday or Sunday].

e. Inthe exercise of the authority to prescribe tours of duty, it will be the policy to: prescribe individual

hours of duty as far in advance asis possible; schedule the administrative non-duty days or the days off of
each workweek on consecutive days, where possible; arrange for continuous medical supervision required
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by policy in M-2, part I, chapter 4, “Medical Officer of the Day;” and give each full-time employee every
possible consideration in arranging schedules so long as such consideration is compatible with the
professional obligation to the patients.

f. Part-time employees perform duty on less than a full-time basis under a prescheduled regular tour
of duty. Such employees may perform occasional unscheduled duty in addition to the regular tour of
duty. Employees serve on an intermittent duty basis when employed on less than a full-time basis with
no prescheduled regular tour of duty. Timekeeping practices will reflect the actual hours worked by part-
time and intermittent employees. Facility directors will assure accurate daily reporting on time and
attendance reports of time worked and for which the employeeis entitled to salary.

g. Itisrecognized that additional flexibilities pertaining to prescheduled tours of duty for part-time
physicians are needed to accommodate the unique needs and varying circumstances of health care
facilities. For example, part-time surgeons at active affiliated facilities with extensive patient care,
research, and educational responsibilities may frequently encounter emergencies and other unanticipated
obligations that require them to depart from their scheduled tour of duty. Under such circumstances, it is
difficult for management to administratively change or adjust the prescheduled tour and communicate
thisto the timekeeper in atimely manner. Adjustable work hours provide a means for minimizing this
problem. After assessing their particular needs, facility directors may authorize the use of adjustable
work hours for part-time physicians as determined appropriate and necessary. See paragraph 4[] for
procedures for implementing adjustable work hours.

3. HOLIDAYS. Employees shall be excused to the extent possible for observance of the following
holidays and non-workdays designated by Federal Statute or Executive Order: January 1, , the third
Monday in January, the third Monday in February, the last Monday in May, July 4, the first Monday in
September, the second Monday in October, November 11, the fourth Thursday in November, December
25, and any other calendar day designated as a holiday or non-workday by Federal Statute or Executive
Order. However, notwithstanding the preceding provisions of this subparagraph, full-time nurses and
nurse anesthetists on the Baylor Plan shall not be entitled to holidays.

a. Full-Time Employees (Except Nursesand Nurse Anesthetists on the Baylor Plan)

(1) For employees whose basic workweek is Monday through Friday, holidays falling on a Sunday
shall be observed the following Monday; holidays falling on Saturday shall be observed on the preceding
Friday; and all other holidays shall be observed on the day they occur.

(2) For employees whose basic workweek is other than Monday through Friday, the employee’ sfirst
day off in the calendar week is designated as the day off in lieu of Sunday and the employee’ s second day
off in the calendar week is designated as the day off in lieu of Saturday.

(@) When aholiday falls on the day designated as a day off in lieu of Sunday, the employee’ s next
workday shall be the day observed as the holiday for that employee.
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(b) When aholiday falls on the day designated as a day off in lieu of Saturday, the employee’'s
preceding workday shall be the day observed as the holiday for that employee.

b. Part-Time Employees. Part-time employees who are excused from duty on a holiday are entitled
to their regular pay for that day.

c. In-Lieu Non-workday. Anin-lieu non-workday may be granted to full-time physicians, dentists,
podiatrists, [chiropractors,] and optometrists, for work performed on a holiday or the day observed as a
holiday, provided the full-time employee’ s services can be spared without detriment to patient care. Such
in-lieu day if authorized must be taken within 90 days by the full-time employee concerned. Full-time
employees who are assigned to work on holidays and whose absences were not authorized will be
reported as being on unauthorized absence and will lose pay for that day.

NOTE: Anin-lieu non-workday shall not be authorized for a nurse, nurse anesthetist, PA or EFDA who
works on a holiday or the day designated as a holiday.
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d. Holiday Benefitsin Connection With Absencein a Non-pay Status

(1) Employees (except full-time nurses and nurse anesthetists on the Baylor Plan) are entitled to
payment for the holiday if they are absent in a non-pay status (including LWOP or AWOL) on the day
immediately following the holiday, provided they were in a pay status (duty or leave) the day preceding
the holiday, and provided the holiday was not included within the period of non-pay status. If the
holiday was included within the period of non-pay status, payment for the holiday will not be made.
Wherever possible, periods of LWOP should not be scheduled so as to begin or end on a holiday.

(2) Employees (except full-time nurses and nurse anesthetists on the Baylor Plan) in anon-pay status
(including LWOP or AWOL) the day preceding the holiday will receive payment for the holiday,
provided they are in a pay status (duty or leave) the next regularly scheduled workday immediately
following the holiday, and provided the holiday was not included within the period of non-pay status.

(3) The provisions of subparagraphsd (1) and (2) [ ] also apply to in-lieu days granted to full-time
physicians, dentists, podiatrists, [chiropractors,] and optometrists.

e. Religious, State and Local Holidays

(1) Whilethereisno official observance of religious holidays, except those which may also be
national holidays, it isthe policy of VA to permit, when practicable, absence from work for those
employees who desire to observe religious holidays. Employees may, under provisions of Public
Law 95-390, and applicable regulations, elect to work compensatory overtime for the purpose of taking
time off without charge to leave when their personal religious beliefs require that they abstain from work
during certain periods of the workday or workweek, thereby avoiding an annual leave or leave without

pay charge.

(2) If afacility is closed on a State or local holiday becauseit is determined that Federal work may
not be properly performed as provided in chapter 2, this part, absence on such day is not chargeable to
leave for an employee of the facility. Such approved time off is considered authorized absence without
chargeto leave.

4. ADJUSTABLE WORK HOURSFOR PART-TIME PHYSICIANS

a. Part-time Adjustable Hours of Duty

(1) A part-time regular tour of duty, including core and non-coretime [ ] will be prescheduled at the
beginning of the biweekly pay period with days and times specified. This schedule may be changed or
adjusted during the pay period to accommodate unforeseen needs, if such change is approved by the
facility Director, or designee.

(2) Part-time physicians may, however, be authorized to work adjustable hours of duty, asindicated in

subparagraph 4 [ ], provided the total work requirement in each biweekly pay period is met. The total
work requirement is the total number of hours which an employeeis required to work or otherwise
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account for by an appropriate form of leave or excused absence. Thisisthe same as the total number of
hoursin a biweekly pay period included in the regular part-time tour of duty.

(3) Thedays and timesin the biweekly pay period when the employee must be present unless granted
an appropriate form of leave or excused absence will be identified as core time. In no case will coretime
be less than one-fourth of the total number of hours in the biweekly part-time tour of duty (e.g., 10 hours
of a part-time tour consisting of 40 hours).

(4) Part-time physicians are not required to be present for all of the non-core portion of the regular
part-time tour of duty, provided the total work requirement is met. Hours may be worked outside the tour
inlieu of scheduled non-core periods and credited toward meeting the regular part-time tour of duty
requirement, if appropriate approval is obtained.

(5) Several examples of how adjustable work hours may be utilized in conjunction with a
prescheduled part-time tour are shown in appendix I1-A.

b. Timeand Attendance

(1) General. All part-time physicians having adjustable hours will record their time and attendance
on VA Form 4-563la, Subsidiary Time and Attendance Report for Part-Time Physicians, which will be
prepared and maintained in accordance with instructions as contained in subparagraph (3) below. The
use of adjustable work hours does not affect physicians' eligibility for leave during the regular part-time
tour of duty and in no way changes the supervisor's authority to approve the scheduling of leave. Leave
or excused absences (including excusing physicians for scheduled work on holidays) may be granted
only for any time within the regular part-time tour of duty. Employeeswill not be entitled to pay for any
part of the regular part-time tour of duty for which duty was not performed or accounted for by an
appropriate form of leave. Where the total work requirement for an employee will not be met by the end
of the biweekly pay period, the deficient time will be accounted for by an appropriate leave charge.
Leave will be accrued, requested and granted in accordance with the provisions of part 111 of this
handbook.

(2) Preparation of VA Form 4-5631a. Prior to the beginning of each biweekly pay period, two VA
Forms 4-563la (one for each week in the pay period) will be prepared for each affected part-time
physician who is rendering serviceto VA. The unit timekeeper will be responsible for completing the
block entitled "employee name" as well as other items on that same line. Based on information provided
by the employee's supervisor, the unit timekeeper will then compl ete the column headed "scheduled tour™
and "core time" by entering the employee's prescheduled tour of duty as well as that portion of the
employee's biweekly tour of duty which has been identified as“core time". Thiswill be accomplished by
making appropriate entries in the columns headed "hrs", "from" and "to" for each day on which the part-
time physician is scheduled to perform duty. The two forms will then be delivered to the employee for
the daily recording of the employee's duty and leave hours for each week in the biweekly pay period.
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(3) Verification of VA Form 4-5631a and Recording on to VA Form 4-5631

(&) Upon receipt of the properly completed and certified VA Form 4-5631a from the employee's
supervisor, the designated timekeeper will ascertain that the specified "core" hours were worked, or that
an appropriate leave charge was noted. It must also be determined that the "normal” hours have been
accounted for by duty or appropriate leave charges. In the absence of this data, the form will be returned
to the supervisor for corrective action.

(b) After verification of VA Form 4-563la the unit timekeeper will immediately record the datain the
ETA system or onto the official VA Form 4-5631, Time and Attendance Report, as applicable. When
this action has been completed, the unit timekeeper will initial in the designated block on VA Form 4-
563laas an indication that all required entries for that week have been recorded on VA Form 4-5631 or
inthe ETA system.

(c) After al entries have been entered in the ETA system or recorded on VA Form 4-5631 for both
weeks in the biweekly pay period, the unit timekeeper will initial in the usual manner and deliver the
form to the employee's supervisor for final certification. Thereafter, but not later than 9:00 a.m. on the
Monday following the close of the biweekly pay period, the VA Form 4-5631 will be delivered to the
Payroll activity for payroll processing in the usual manner.

(4) Retention of VA Form 4-5631a. The VA Form 4-563lawill befiled in afolder by leave year
and retained by the unit timekeeper for disposal when 6 years old.

c. Responsibilities

(1) Facility directors at those facilities that choose to implement adjustable work hours of duty will
develop local policy, procedure, and plans within the provisions of this part. Adjustable work hours for
part-time physicians should be authorized for only those organizational elements or individual physicians
where adjustable hours are determined essential for meeting patient care needs. Care should be taken to
ensure that each employee clearly understands that all paid work outside the regular part-time tour of
duty must be officially approved and understands any other limitations prescribed by the Director.

(2) Supervisors are responsible for the day-to-day administration of adjustable work hours. This
responsibility includes ensuring adequate coverage in providing necessary services and that employees
are treated fairly in the matter of adjustable work hours. After each physician has properly recorded and
certified attendance data on VA Form 4-563la, supervisors will review, initial, and refer this form to the
unit timekeeper.

(3) Employees using adjustable work hours are responsible for fulfilling their total work requirement
obligation by the performance of duty or obtaining approval for an appropriate form of leave. Employees
are responsible for recording and certifying as correct all entrieson VA Form 4-563la pertaining to time
worked, leave, or excused absence.
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5. FLEXIBLE AND COMPRESSED WORK SCHEDULESFOR EMPLOYEESINTITLE 38
POSITIONS

a. General. This paragraph contains Veterans Health Administration policies and procedures
concerning flexible and compressed work schedules for VHA title 38 health care employees. All of the
provisions of this paragraph apply to full and part-time nurses, graduate nurse technicians, nurse
technicians pending graduation, nurse anesthetists, PA's (physician assistants) and EFDAs (expanded
function dental auxiliaries) appointed under authority of 38 U.S.C. 7401(l) or 7405(a)(1.). Only the
provisions on compressed work schedules apply to physicians, dentists, podiatrists, [chiropractors,] or
optometrists appointed under 38 U.S.C., sections 7306, 7401(1), 7405 or 7406, as well as the Chief
Consultant, Nursing Strategic Healthcare Group who is appointed under 38 U.S.C. 7306. The provisions
in this paragraph do not apply to student nurse technicians or nurses and nurse anesthetists on the Baylor
Plan.

NOTE: Instructions for compressed work schedules for employeesin VA Central Office have been
published in VA Directive 5610.3.

b. References

(1) Federal Employees Flexible and Compressed Work Schedules Act of 1982 (Pub. L. 97-221,
5U.S.C. 6120-6133.)

(2) 5CFR 2472
(3) 38U.S.C. 7421(a) and 7423(a)
c. Definitions

(1) Administrative Workweek. A period of 7 consecutive calendar days, which coincide with the
calendar week, Sunday through Saturday.

(2) Alternative Work Schedule. A work schedule that is other than the traditional work schedule
(8 hours per day/40 hours per week with fixed starting and quitting times), which consists of either a
flexible work schedule or compressed work schedule.

(3) Basic Work Requirement. The number of hours during a biweekly pay period, excluding
overtime hours, which an employeeis required to work or required to account for by leave or otherwise.

(4) Biweekly Pay Period. The pay period covering two administrative workweeks.
(5) Compressed Schedule

(&) Inthe case of afull-time employee, an 80-hour biweekly work requirement which is scheduled for
fewer than 10 workdays.
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(b) Inthe case of a part-time employee, a biweekly basic work requirement which is scheduled for
less than 10 workdays.

(6) CoreTimeBand. Those designated hours and days during the biweekly pay period when an
employee on aflexible schedule must be present for work.

(7) Flexible TimeBand. That part of the schedule of working hours during which, under procedures
contained herein, employees may choose their time of arrival and departure from the worksite, within
limits consistent with the duties and responsibilities of their positions.

(8 Flextime. A system of work scheduling which splits the workday into two distinct kinds of time:
the core time band and the flexible time band.

(9) Flexitour. A flexible schedule in which an employee, having once selected starting and stopping
times within the flexible time bands, continues to adhere to these times. Employees may request
different starting and stopping times. Such tours, and changes to such tours, however, must be approved
by the employee's supervisor and documented in accordance with the procedures contained herein.

(10) Modified Flexitour. A type of flextime where the employee selects a starting time and stopping
time within the established flexible time band and, once selected, this becomes the employee's assigned
schedule. The employee, however, is given 15 minutes of flexibility on either side of the selected arrival
time. The actual time of arrival becomes the employee's starting time for the day. For example, an
employee selecting 7:30 am. as a starting time under the modified flexitour may report for work anytime
between 7:15 am. and 7:45 am. If the employee arrives at 7:20 a.m., this becomes the employee's
starting time for that day. Assuming a half-hour lunch period, the departure time would be 3:50 p.m. If
the same employee reports at 7:05 am., his or her starting time would not begin until 7:15am. The
same employee arriving at 7:50 am. is 5 minutes tardy. Under the modified flexitour, the starting time,
and changes in the starting time, must be approved by the supervisor and documented in accordance with
the procedures contained herein.

(11) OvertimeWork

(&) For the purpose of flexitime, overtime means all hours of work in excess of 8 hoursin aday or 40
hoursin aweek which are officially ordered or approved in advance.

(b) For the purposes of compressed work schedules, overtime work means:

1. For full-time employees, the term [“overtime hours’] refersto officially ordered or approved hours
of work performed [in excess of] the employee's basic work requirement.

2. For part-time employees, overtime hours are those hours of work [performed in excess of the basic

work requirement for aday (but must bein excess of 8 hours) or for aweek (but must be in excess of 40
hours)].
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(12) Tour of Duty. Under aflexible work schedule, the limits set by the authorizing official within
which employees must complete their basic work requirement. Under afixed schedule, such asa
compressed work schedule, an employee’ stour of duty is synonymous with the employee’ s basic work
requirement.

(13) Work Unit. An entity located in one place with a specific mission and with homogeneous
procedures or technology, and headed by a supervisor or manager authorized to certify the employee's
VA Form 4-5631, Time and Attendance Report, or other applicable agency documents for reporting
employees work schedules.

d. Planning Flexible and Compressed Work Schedules. (See chapter 2, paragraph 11d of this
part.)

e. Approval Authority and Responsibilities

(1) Facility directors are authorized to approve flexible and compressed work schedules for
employees under their jurisdiction. They are also responsible for ensuring that approved flexible and
compressed work schedules are consistent with the criteria contained herein.

(2) Supervisors are responsible for assuring that sufficient numbers and kinds of personnel are
scheduled to be present to carry out operations in an efficient and economical manner. To meet this
responsibility, supervisors may place restrictions on the starting and stopping times of individual
employees. Supervisors are also responsible for taking appropriate action if an employee under his or her
jurisdiction failsto meet his or her responsibilities under subparagraph (3) below.

(3) Employees using flexible or compressed work schedules are responsible for fulfilling their
obligations to account for afull day'swork. Abuse of flexible or compressed work schedules may result
in restrictions on the employee's starting and stopping times, termination of the employee's flexible
schedule and/or appropriate disciplinary action.

f. Flexitime
(1) General Requirements

() The establishment of flexible tours of duty is limited to flexitour and modified flexitour, as defined
in paragraph 5c above.

(b) Coretime bands shall be determined by field facility directors; however, core time bands should
be the same for employees performing similar work under similar situations. Facility directors may
authorize deviations from approved core times in individual cases.

(c) The Facility Director, or designee, may determine the numbers and kinds of employees on duty
during the core hours of any given day. Further, to assure essential services are provided outside core
hours, the field facility Director, or designee, may restrict the employee's choice of arrival and departure
time if participation in flexible schedules proves disruptive or otherwise impedes efficient operations.

[1-35



VA HANDBOOK 5011 APRIL 15, 2002
PART Il
CHAPTER 3

(d) A flexible work schedule under this paragraph and a compressed workweek under paragraph g
may not be established in the same work unit.

(e) The modified flexitour may not be used in combination with on-call duty (see chapter 3, paragraph
5c(12) above.

(f) Flexible schedules shall not be established if they would result in the payment of any additional
premium pay for work to an employee, or group of employees, who would not normally be entitled to
premium pay (e.g., night differential, overtime, holiday pay, etc.).

(g) If itisfound that a particular flexible schedule has had or would have an adverse impact (see par.
8), the facility Director shall not establish or shall discontinue the flexible schedule(s) of affected
employees.

(2) Credit Hours
(&) Credit hours may be earned at the option of employees with supervisory approval.

(b) Employees do not receive overtime pay for credit hours and, unlike overtime, credit hours are not
ordered in advance by management. Employees on flexible work schedules may work them to shorten the
length of another workday or workweek. However, they may be used only after approval by the appropriate
approving official.

(c) Full-time employees may carry over no more than 24 credit hours into the next pay period (part-time
employees may carry over no more than 25 percent of the hoursin their biweekly basic work requirement).
Within these limits, credit hours not used within 7 pay periods after they are earned will be carried over for
use for an additional 7 pay periods. If not used by the end of the second 7 pay period timeframe, the
employee will forfeit them, unless the employee was prevented from using them because of an exigency of
the service. Inthisinstance, the employee may request an extension of the time limit to use the credit hours.

(d) When an employee ceases to work in awork unit where credit hours may be earned, the employee
will be given the following options:

[

. Sufficient advance notice to use earned credit hours prior to leaving the work unit;
2. Compensation for the earned credit hours at the employee’ s current rate of basic pay; or

3. Transfer of the earned credit hours to the new work unit, if credit hours have been authorized for that
work unit.

(e) If compensated for credit hours, afull-time employee will be paid for not more than 24 credit hours.
A part-time employee will be paid for not more than 25 percent of the hours in the employee' s basic work
requirement. Credit hourswill not be transferred between facilities.

(3) Timeand Attendance Records. (see chapter 2, paragraph 11f(3) of this part.
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(4) Computation of Additional Pay for Employees on Flexible Schedules

(@) OvertimeHours. Paragraph 5c of this chapter contains a definition of overtime hours for
employees on flexible schedules. Such employees, however, are aso eligible for callback overtime if
they meet the conditions outlined in VA Handbook 5007.

(b) Additional Pay for Night Work

1. Full-Time Employees. If the core time band is during daytime hours (i.e., 6 am. to 6 p.m.) and
the core time plus the flexible time are less than 8 daytime hours, the employee is entitled to tour
differential for the difference between 8 hours and the available number of daytime hoursin the tour of
duty. The employee, however, is entitled to the appropriate tour differential for the entire tour if at least
4 or more hours of the tour fall between 6 p.m. and 6 am.

2. Part-Time Employees. A part-time employee is entitled only to tour differential for nightwork
performed during his or her basic work requirement.

(c) Additional Pay for Holiday Work

1. A full-time employee on aflexible schedule, who performs non-overtime work on a day designated
as his or her holiday, is entitled to his or her rate of basic pay, plus the applicable amount of additional
pay for holiday work authorized under VA Handbook 5007, Pay Administration, for each hour of non-
overtime holiday worked.

2. A part-time employee on a flexible schedule is entitled to the applicable amount of additional pay
for holiday work, authorized under VA Handbook 5007 and chapter 2 of this part, for the number of
hours he or she was scheduled to work that day, up to a maximum of 8 hours. Part-time employees are
not entitled to aday off in lieu of the holiday. (See subparagraph (6) below.)

(d) Additional Pay for Saturday or Sunday Work. Anemployee on aflexible schedule, who
performs work on a Saturday or Sunday, shall be entitled to additional pay for such work under the
provisions of VA Handbook 5007.

(5) Absenceand Leave

(@) For employees on flexible schedules, time off during the flexible and core time bands must be
charged to the appropriate leave category, compensatory time off or excused absence, if appropriate.

(b) The maximum amount of sick or annual |eave an employee may apply to hisor her basic work
requirement for any given day is the number of hours the employee is scheduled to work that day.
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(6) Holidays. A full-time employee on aflexible schedule, relieved from working on a day
designated as his or her holiday, shall be entitled to pay with respect to that day for 8 hours. A part-time
employee prevented from working on the holiday shall be entitled to basic pay for the number of hours
he or she was scheduled to work that day, up to a maximum of 8 hours. Part-time employees are not
entitled to aday off in lieu of the holiday.

(7) Excused and Unexcused Absences. On the flexitour, the employee's selected starting and
stopping times shall be used to determine the amount of excused or unexcused absence to be granted
and/or charged. On the modified flexitour, the employee's selected starting and stopping times shall be
used unless the employee has actually reported for work. In the latter instance, the actual time the
employee reports, and his or her basic work requirement for that day, shall be used in making the
determination.

(8 Travel. Time spent traveling away from the official duty station by an employee during the hours
and days of his or her regularly scheduled tour of duty is considered hours of employment for the
purposes of this appendix. Time spent in travel status by an employee outside of the regularly scheduled
hours is compensable under the following conditions:

(&) Travel outside regularly scheduled duty hours must be officially ordered or approved and must
meet one of the four conditions specified in section 7453(e)(5) of title 38, United States Code; and

(b) On the flexitour, the employee's selected starting and stopping times shall be used to determine if
the employee istraveling during his or her regularly scheduled hours. On the modified flexitour, the
employee's selected starting and stopping times shall be used unless the employee has already reported
for work. In thisinstance, the actual time the employee reports, and his or her basic work requirements
for that day, shall be used in making the determination.

g. Compressed Workweeks

(1) General Requirements

(8) Compressed work schedules shall be consistent with patient care requirements. For example,
compressed work schedules may be adopted to expand clinic service hours, staff mobile clinics, or
otherwise improve service to veterans.

(b) The method of charging employees leave remains unchanged.

(c) Full-time physicians, dentists, podiatrists [, chiropractors,] and optometrists participating in
compressed workweeks remain continuously subject to call unless officially excused by proper authority.

They will fulfill their minimum tour of duty and meet all other obligations that require their attendance
beyond the minimum tour of duty (e.g., Medical or Admitting Office of the Day).
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(d) Officiasresponsible for establishing work schedules may establish compressed work schedules
for employees covered by this chapter. These officials may also restrict the types of compressed work
schedules that may be approved if necessary to meet patient care needs.

(e) Officialsauthorizing compressed work schedules for residents are responsible for ensuring that
they are adequately supervised.

(f) A compressed workweek may only be established if all daily tours of duty within the compressed
workweek are in whole hour increments, excluding the meal period (e.g., eight 10-hour tours, eight 9-
hour and one 8-hour tour, or six 12-hour and two 4-hour tours of duty each biweekly period). If,
however, the meal period is considered hours of work under this chapter, any daily tour of duty on such a
day must be in whole hour increments, including the meal period.

(g9) Any previous method used to establish a compressed workweek (i.e., compensatory time off in
lieu of regular overtime) shall be discontinued upon the establishment of a compressed workweek under
this subparagraph.

(h) A compressed workweek under this subparagraph and a flexible work schedule under
subparagraph f may not be simultaneously established in the same work unit.

(i) A compressed workweek shall not be established in awork unit if it will overlap an on-call tour of
duty. A compressed workweek will not be established if it would result in an entitlement to premium pay
to which an employee would not normally be entitled (e.g., night differential, overtime, holiday pay,
etc.).

(1) Anemployeein awork unit of an organization, which is not covered by a collective bargaining
agreement, shall not be required to participate in any compressed workweek unless a majority of
employees in the work unit who would be included in the compressed workweek have voted to be
included. For the purpose of this vote, amajority is obtained whenever the number of affirmative votes
exceeds one-half the number of employees in the work unit proposed for inclusion in the compressed
workweek. The specific procedures for this vote are left to the approving official. Use of written secret
ballots are encouraged, however, since chapter 2, paragraph 11(g) of this part contains a prohibition
against the coercion of employees making such determinations.

(K) If, upon written request of an employee, the official, or designee, authorized to approve
compressed workweeks, determines that participation of an employee in a compressed workweek would
be a persona hardship, the approving official, or designee, shall:

1. Except the employee from the compressed workweek; or
2. Reassign the employee to the first position in the affected organization:

a. Which becomes vacant after such determination;

b. Which is not included in a compressed workweek;
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[9]

. For which the employee is qualified: and

o

d. Which is acceptable to the employee.
3. Determinations under this subparagraph shall be made no later than 10 days after the written
request is received by the appropriate deciding official.

(I) The approving official may exclude from compressed workweeks any employee or group of
employees whose inclusion would create an adverse impact (see chapter 2, paragraph 119(5).

(2) Computation of Additional Pay

(@) OvertimeHours. For full-time employees, the term [“]overtime hourg“] refers to hours of work
officially ordered or approved and performed [in excess of] the basic work requirement. For part-time
employees, overtime hours are those hours of work [performed in excess of the basic work requirement
for the day (but must be in excess of 8 hours) or the week (but must be in excess of 40 hours). In order to
qualify for callback overtime on a compressed tour, the period of callback must be outside of and
unconnected with the employee’ s basic work requirement and must qualify as overtime as stated above].

(b) Tour Differential

1. Employees are entitled to the tour differential for the entire tour if at least 4 hours of such tour fall
between 6 p.m. and 6 am.

2. If lessthan 4 hours of such tour fall between 6 p.m. and 6 a.m., the employee will be entitled to
tour differential for each hour of service performed between those hours.

(c) Additional Pay for Holiday Work. Employees on compressed work schedules who perform
non-overtime work on the day designated as their holiday are entitled to their basic rate of pay, plus
premium pay equal to basic pay for that holiday work.

(d) Saturday Pay. Employee on compressed schedules are entitled to additional pay for Saturday
work if they perform work for which such additional pay is authorized (see part V, chapter 6 of
VA Handbook 5007).

(e) Sunday Pay. Employees on compressed schedules who perform work during a period of service,
apart of which is performed on Sunday, are entitled to Sunday premium pay for the entire period of
service (see part V, chapter 6 of VA Handbook 5007).
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(3) Absenceand Leave
(@) Holidays
1. Full-Time Employees

a. When a holiday falls on aworkday in the employees’ compressed workweek that workday shall be
designated as their holiday.

b. When afull-time employee on a compressed schedule has 2 non-workdays in the administrative
workweek, the first day off shall be considered the employee's " Sunday" and the second day off shall be
considered the employee's "Saturday.” If the holiday falls on the employee's "Sunday,” the first workday
following that day shall be designated as the employee's day off in lieu of the holiday. If the holiday fals
on the employee's "Saturday,"” the first workday preceding that day shall be designated as the employee's
day off in lieu of the holiday. These rules shall apply whether or not the employee's days off actually fall
on Saturday or Sunday.

¢. When afull-time employee on a compressed workweek has 3 days off in the administrative
workweek and the holiday falls on one of these non-workdays, the following rules shall apply:

(1) When the holiday falls on the first or second day off of the administrative workweek, the
following workday should be designated as the day off in lieu of the holiday.

(2) When the holiday falls on the third day off of the administrative workweek, the preceding
workday shall be designated as the day off in lieu of the holiday.

2. Part-time Employees. If aholiday falls on aday during a compressed workweek for part-time
employees, and if the employees are prevented from working, they are entitled to pay for the number of
hours they were scheduled to work that day. Part-time employees are not entitled to aday off in lieu of the
holiday.

(b) Leave. Time off from an employee's basic work requirement must be charged to the appropriate
leave category unless the employee is authorized compensatory time off or excused absence.

(c) Excused and Unexcused Absences. The amount of excused or unexcused absence shall be based
on the employee's established compressed work schedule in effect for the period of the absence.

(4) Criteriaand Review. See chapter 2, paragraph 11g(5).
(5) Prohibition of Coercion. See chapter 2, paragraph 11g(8).
[6. ALTERNATE WORK SCHEDULES FOR REGISTERED NURSES
a. General. Thissection provides mandatory hours of duty and leave policies and procedures related

to a 36/40 Work Schedule and the Baylor Plan and applies to nurses and nurse anesthetists appointed at
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VA health-care facilities under 38 U.S.C. 7401(A) or 7405a(1)(A). This section also provides
procedures
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related to the 9-Month Work Schedule for certain nurses and nurse anesthetists appointed under
7405a(1)(A). This section appliesto all such nurses who are providing direct patient care services. The
use of Alternate Work Schedules is authorized by the Secretary in order to obtain or retain the services of
registered nurses at any Department health-care facility.

b. References
(1) 38U.S.C. 7401(1), 7405a(1)(A) and 7456A.
c. Definitions. The following definitions shall apply:

(1) Administrative Workweek. A period of seven consecutive calendar days, which coincide with the
calendar week, Sunday through Saturday.

(2) AlternateWork Schedulesfor Registered Nurses.

(&) 36/40 Work Schedule. Threeregularly scheduled 12-hour tours of duty within an administrative
workweek that is considered for all purposes to be afull 40 hour basic workweek.

(b) 9-Month Work Schedule. Nine months full-time with three months off duty within afiscal year,
paid at 75 percent of the full-time rate for such nurse' s grade and step each bi-weekly pay period of the
fiscal year.

(c) Baylor Plan. Two regularly scheduled 12-hour tours of duty contained entirely within the first
and last day of the administrative workweek (Sunday and Saturday).

(3) Basic Work Requirement. The number of hours during a bi-weekly pay period, excluding
overtime hours which an employee is required to work or required to account for by taking official leave.

(4) Bi-weekly Pay Period. The pay period covering two administrative workweeks.

(5) OvertimeWork. For full-time Alternate Work Schedule employees the term overtime hours
refer to hours of work officially ordered or approved and performed outside of and in addition to the
basic work requirements.

(6) Nurses. A registered nurse (RN) or nurse anesthetist appointed under 38 U.S.C. 7401(1) or
7405a(1)(A), but does not include graduate nurse technicians, nurse technicians, student nurse
technicians, or the Chief Nursing Officer of the Nursing Servicesin VA Central Office, who is appointed
under 38 U.S.C. 7306.

(7) Tour of Duty. Under Alternate Work Schedules, an employee’ s tour of duty is synonymous
with the employee’ s basic work requirement set by the authorizing official.

(8) Work Unit. An entity located in one place with a specific mission and with homogeneous
procedures or technology and headed by a supervisor or manager authorized to certify the employee's
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VA Form 4-5631, Time and Attendance Report, or other applicable agency documents for reporting
employees work schedules.

d. Planning Alternate Work Schedules. A 36/40, 9-Month, and/or the Baylor Plan Alternate Work
Schedul e require advanced planning and effective employee communication. The positive and negative
effects of such Alternate Work Schedules must be carefully considered. |If employees affected arein an
exclusive unit of recognition the employee involvement will be provided by or coordinated with their
exclusively recognized labor organization (only to the extent that Section 7422 does not apply). Questions
in this regard should be referred to the Labor Relations staff. A comprehensive analysis of the work
require-ments in the work unit and evaluating the potential impact on the three types of Alternate Work
Schedules on the functions of the work unit should be made. Thisincludes specia attention to the
following:

(1) Workload Characteristics
(@) Taskswhich must be performed within a specific period or according to a predetermined schedul e

(b) How workflow can be adjusted to accommodate a system of a 36/40, 9-Month, or the Baylor Plan
work schedules;

(c) The coordination required between work units and functions and employee scheduling;

(d) The period of daily or weekly peak workloads where all or most of the employeesin the work unit
must be present;

(e) The employee coverage required during public service hours; and

(f) Theeffect of such schedules on efficiency and productivity of the workload.

(2) Criteriato Implement the Alternate Work Schedulesfor Registered Nurses

(@ VA NursesWho May Request a 36/40 Work Schedule. All full-time or part-time registered
nurses and nurse anesthetists under 7401(1) and 7405 appointed to title 38 positions are eligible to
request a 36/40 Work Schedule authorized by PL 108-445, except the following:

(1) Graduate nurse technicians

(2) Nurse technicians pending graduation

(b) Justification: To maximize the recruiting and retention benefits authorized under PL 108-445 all
title 38 RNs except those noted above may request the 36/40 Work Schedule.

(¢) VA NursesWho May Request a 9-Month Work Schedule. All full-time or part-time registered

nurses and nurse anesthetists under 7401(1) and 7405 appointed to title 38 positions are eligible to
request a 9-Month Work Schedule authorized by PL 108-445, except the following:
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(1) Graduate nurse technicians

11-42b






VA HANDBOOK 5011/9 JUNE 15, 2006
PART 11
CHAPTER 3

(2) Nurse technicians pending graduation

(d) Justification: Whileit is anticipated that the employee will work 9-months consecutively within
afiscal year, the Facility Director may approve a hon-consecutive work schedule. To maximize the
recruiting and retention benefits authorized under PL 108-445, all title 38 RNs except those noted above
may request a 9-Month Work Schedule.

(e) VA NursesWho May Request a Baylor Plan Work Schedule. All full-time or part-time
registered nurses and nurse anesthetists under 7401(1) and 7405 appointed to title 38 positions are
eligible to request the Baylor Plan work schedule authorized by PL 97-251, except the following:

(1) Graduate nurse technicians
(2) Nurse technicians pending graduation

(f) Justification: To maximize the recruiting and retention benefits authorized under PL 97-251, all
title 38 RNs except those noted above may request the Baylor Plan work schedule.

e. Delegation of Authority and Responsibilities.

(1) Directors of field facilities or their designees are authorized to grant permission for any applicable
RN who requests to work one of the Alternate Work Schedules authorized by Section 4 of PL 108-445
or by PL 97-215 (Baylor Plan).

(2) The Facility Director will make the decision based on the recruiting and retention needs of the unit
or facility in general.

(3) Supervisors are responsible for assuring that sufficient staff and personnel specialists are
scheduled to be present to carry out operations in an efficient and economical manner. To meet this
responsibility, supervisors may place restrictions on the shift start and stop times of individual
employees. Supervisors are also responsible for taking appropriate action if an employee under his or her
jurisdiction failsto meet his or her responsibilities in subparagraph (4).

(4) Registered nurses or nurse anesthetist working under Alternate Work Schedules are expected to
work their full tour of duty. Abuse may result in termination of an employee's Alternate Work Schedule
and/or appropriate disciplinary action.

(5) The Director has the option not to establish the work scheduleif it is found that a particular
Alternate Work Schedule would have an adverse impact on the Departments health-care facility.

(6) The Director may discontinue the Alternate Work Schedule(s) of the affected employeesif it is
determined that a particular Alternate Work Schedule has an adverse impact on the Departments health-
carefacility.

f. Appointments. Nurses shall only be placed on an Alternate Work Schedule at the beginning of
administrative workweek and taken off at the end of an administrative workweek.
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(1) 36/40 Work Schedule. Nurses on a 36/40 Work Schedule are considered a 0.90 full-time
equivalent employee in computing full-time equivalent employees for the purposes of determining
compliance with personnel ceilings. The use of this Alternate Work Schedule is authorized by the
Secretary in order to obtain or retain the services of registered nurses at any Department health-care
facility.

(2) 9-Month Work Schedule. Nurses on a9-Month Work Schedule with 3 months off shall be
considered a 0.75 full-time equivalent employee in computing full-time equivalent employees for the
purposes of determining compliance with personnel ceilings. An appointment under Section 7405,
requires the employee’ s written consent, to work full-time for nine months with 3 months off duty, within
afiscal year. The use of this Alternate Work Schedule is authorized by the Secretary in order to obtain or
retain the services of registered nurses at any Department health-care facility.

(3) Baylor Plan. Nurseson the Baylor Plan are considered to be serving on afull-time basis for al
personnel management purposes, except for the computation of full-time equivalent employees for the
purposes of determining compliance with personnel ceilings. Therefore, employees serving on less than
afull-time basis must be converted to a full-time appointment in accordance with VA Handbook 5005,
upon or before being placed on the Baylor Plan. When selecting nurses to be placed on the Baylor Plan,
preference shall be given to current employees appointed under 38 U.S.C. 7401(1). Temporary nurses
may only be used as alast resort in order to obtain adequate nurse staffing.

0. Benefits.

(1) Nurses appointed under the Alternate Work Schedule will receive a written notice of the effect, if
any, that the Alternate Work Schedule will have on the employee’ s health and life insurance premiums,
retirement, probationary status, or other benefits or condition of employment. Part-time nurses have no
tenure or apped rights related to tenure. The notice shall be provided not later than 14 days (work days)
before the employee consents to the Alternate Work Schedule.

(2) 36/40 Work Schedule. Nurses on a 36/40 Work Schedules are considered to be full-time
employeesfor al purposes related to benefits.

(3 9-Month Work Schedule. Nurseson a9-Month Work Schedule are considered part-time
employees (0.75 full-time equivalent) for purposes of computing benefits under Chapters 83 and 84 of
title 5 and are considered full-time employees for purposes of Chapter 89.

(4) Baylor Plan. Nurseson the Baylor Plan are considered to be serving as a full-time employees for
all purposes related to benefits.

h. Implementation Procedures.
(1) Nurses requesting the 36/40 Work Schedule or the Baylor Plan must complete VA Form 08703,

Request for Alternate Work Schedule. The completed form isto be submitted to the employee’s
servicing Human Resources (HR) office.
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(2) Nurses requesting the 9-Month Work Schedule must complete VA Form 0870a, Request for
Alternate Work Schedule and VA Form 0870b, Consent of Appointment for 9-Month/3-Month Off
Alternate Work Schedule. The completed forms are to be submitted to the employee’ s servicing HR
office.

(8 The employee will initiate the process by completing VA Form 0870a, Request for Alternate
Work Schedule. Once this schedule has been approved, HR will contact the employee and provide them
with either the Notice on the 9-Month Work Schedule Regarding the Impact on Benefits and Other
Conditions of Employees for New Hires or the Notice on the 9 Month Work Schedule Regarding the
Impact on Benefits, Probationary Status and Other Conditions of Employment — Conversion from Full-
Time to Part-Time/Current Part-time to 9-Month Work Schedule, as appropriate. Employees must be
provided a copy of the appropriate Notice at least 14 days (work days) prior to completion and signing of
VA Form 0870b, Consent of Appointment for 9- Month/3-Month Off Alternate Work Schedule.
Employees will be responsible for submitting this form to their servicing HR office. A copy of the
approved VA Form 0870a must be given to the employee and the original filed on the | eft side of the
employee’s Official Personnel Folder (OPF). HR staff should annotate that this form should not be
removed from the OPF until the employee is no longer on a 9-Month Work Schedule.

(b) A sample copy of the Notices for new hires and conversion to a 9-Month/3-Month Off Work
Schedule are respectively located in Appendix E and F. A copy of the Notice, signed and dated by the
employee, should be filed on the left side of the employee’ s OPF. HR staff should annotate that the
Notice should not be removed from the OPF until the employee is no longer on a 9-Month Work
Schedule.

(c) Although a 9-Month Work Schedule is based on the fiscal year, it is permissible for an RN to start
a9-Month Work Schedule anytime during the fiscal year, aslong as the effective date is the beginning of
apay period.

(d) Employees approved to work a 9-Month/3-Month Off Alternate Work Schedules are expected to
fulfill their work schedule obligations. The scheduling of off duty days must have supervisory approval
and need to be made in advance at the time of initial appointment and at the beginning of each fiscal year
thereafter as long as the schedule isin effect. 1f an employee receives pay for off- duty days prior to
earning the entitlement and subsequently separates from VA for personal reasons, (e.g., life event
situation, retirement, resignation) or for cause (e.g. unacceptable performance or conduct), the employee
may be subject to debt collection actions for any salary overpayments. Salary overpayments will be
subtracted from the employee’ s final pay. Employees who separate prior to receiving pay for off duty
time earned will receive alump sum payment of the total pay due upon separation.

I. Policy Against Certain Work Hours. Registered nurses on any work schedule shall not provide

direct patient care in excess of 12 consecutive hours or in excess of 60 hoursin any 7-day period, except in
the case of nurses providing emergency care.

I1-42d



JUNE 15, 2006 VA HANDBOOK 5011/9
PART Il
CHAPTER 3

j. Health Administration Facility Certification. Public Law 108-445 requires that not later than one
year after the enactment of this Act, and every year thereafter for the next two years, the Secretary of VA
shall submit areport to Congress certifying that each Department health-care facility hasapolicy in place
that prevents nurses from providing direct patient care (other than nurses providing emergency care) from
working in excess of 12 consecutive hours or 60 hoursin any 7-day period. Assuch, each VHA Medical
Center Director will submit form “Certification of Compliance with Provisions of Department of Veterans
Affairs Hedth Care Personnel Enhancement Act of 2004”, Appendix H, to the Office Human Resources
Management and Labor Relations, Worklife and Benefits Service (058) by December 1, commencing in
calendar year 2006 and terminating in 2010. Thisinformation will be complied for certification by the
Secretary and an attendant report submitted to Congress by January 5, of the corresponding calendar year.
Each facility should maintain records in order to ensure that the certification of this policy iseasly
accessible for review and compliance. At the discretion of VHA senior management this certification may
be continued at the conclusion of the mandatory reporting period.

k. Timeand Attendance Records. (see chapter 2, paragraph 11f(3)) of this part.

|. Computation of Pay for Registered Nurseson Alternate Work Schedules. Policies concerning
pay administration for nurses on Alternate Work Schedules such as a 36/40, 9-Month and the Baylor Plan
are contained in VA Handbook 5007, Pay Administration.

m. Computation of Additional Pay for Registered Nurses on the Alternate Work Schedules.
Policies concerning pay administration for nurses on Alternate Work Schedules such as a 36/40,
9-Month and the Baylor Plan are contained in VA Handbook 5007, Pay Administration.

n. Overtime Hours. Paragraph 6(c) of this chapter contains a definition of overtime hours for
employees on Alternate Work Schedules. Such employees, however, are also eligible for call-back
overtime if they meet the conditions outlined in VA Handbook 5007. To ensure the continuity of patient
care services, and only when necessary, management can require mandatory overtime. For nurses
working under the Alternate Work Schedule, overtime means:

(1) 36/40 Work Schedule. A registered nurseis entitled to overtime pay for performing officially
ordered or approved overtime services as follows:

(a) Servicein excess of 36-hour tour of duty within a40 hour administrative workweek.

(b) Servicein excessof 12 hour for any day included in the nurse’ s regularly scheduled 36-hour tour
of duty.

(c) Servicein excess of 8 hours on aday other than a day the nurseis regularly scheduled to work a
12-hour tour of duty.

(d) Servicein excess of 40 hours during an administrative workweek.
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(2) 9-Month Work Schedule. Registered nurseis entitled to overtime pay for performing officially
ordered or approved overtime service as follows, regardless of whether it is performed during the
9-month duty period or the 3-month off duty period:

(a) Servicein excess of 40 hoursin an administrative workweek.

(b) Serviceinexcessof 8 hoursinaday. For nurses on Alternate Work Schedules, overtime pay is
payable for service performed in excess of the employee’ s daily workweek.

(3) Baylor Plan. A nurse on the Baylor Plan is entitled to overtime pay under 38 U.S.C. 7453(e) or (i)
for performing officially ordered and approved overtime service as follows:

(a) Servicein excess of 24 hours on the weekend.
(b) Servicein excess of 8 hours on aday other than Saturday or Sunday.

(c) All or part of actual service performed in excess of 40 hours in an administrative workweek,
provided such payments were officially authorized. NOTE: Hours of duty during the basic workweek
shall be credited on an hour-for-hour basis when computing the amount of service performed during the
admini strative wor kweek.

0. Additional Pay. Policies concerning pay administration for registered nurses on Alternate Work
Schedules such as a 36/40, 9-Month and the Baylor Plan are contained in VA Handbook 5007, Pay
Administration. Thisincludes tour differential, weekend pay, holiday, and on-call pay.

p. Absenceand L eave

(1) 36/40 Work Schedule. For nurses on a 36/40 Work Schedule, time off on approved sick leave or
annual leave during aregularly scheduled 12-hour tour of duty should be charged for such leave at arate
of ten hours of leave for every nine hours of absence (charged 1.111 for each hour).

(2) 9-Month Work Schedule. For nurses on a 9-Month Work Schedule, time off on approved sick
leave or annual leave during aregularly scheduled tour of duty should be charged one hour for each hour
of sick or annual leave taken.

(3) Baylor Plan. Nurseson the Baylor Plan shall be charged 1.667 hours of approved sick leave or
annual leave for each hour of sick or annual leave taken. Leave shall be charged only for absences from
the basic workweek.

g. Holidays. (See part 11, chapter 3, paragraph 8(a)(b)). Anin-lieu non-workday shall not be
authorized for a nurse, nurse anesthetist, PA or EFDA who works on a holiday or the day designated as
a holiday.

r. Excused and Unexcused Absences. On a 36/40 and the Baylor Plan Alternate Work Schedule, the

hours unavailable during the expected tour of duty shall be used to determine the amount of excused or
unexcused absence to be granted and/or charged (1.111 leave per hour for 36/40-hour work schedule and
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1.667 leave per hour for the Baylor Plan). On the 9-Month Alternate Work Schedule, the employee's
selected shift start and stop time shall be used unless the employee has actually reported for work. Inthe
latter instance, the actual time the employee reports and his or her basic work requirement for that day,
shall be used in making the determination.

s. Prohibition of Coercion. See chapter 2, paragraph 119(8).]
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[CHAPTER 4. ALTERNATIVE WORKPLACE ARRANGEMENTS (TELEWORK)

1. PURPOSE. This chapter sets forth Departmental policies and procedures on flexible work
arrangements (telework). Telework provides employees with the opportunity to perform their work at
locations other than the traditional office setting. 1t may include home-based telework, community-
based telecenters, mobile and virtual offices, and U.S. General Stores. This chapter covers employees
under the General Schedule, including those covered by the Performance Management and Recognition
System Termination Act of 1993, members of the Senior Executive Service (SES), and employees
compensated under the Federal Wage System (FWS). On a case-by-case basis, this chapter al'so covers
Veterans Health Administration (VHA) employees appointed under 38 U.S.C., chapters 73 and 74.

2. POLICIESAND PROCEDURES

a. Telework may benefit the Department and employees by providing an alternative work situation,
which may improve services to veterans, improve productivity, help recruit and retain personnel, and
improve the quality of life of participants.

b. Employees who meet the criteriafor telework may participate in telework arrangementsin
accordance with applicable laws, and collective bargaining agreements. Participation in atelework
arrangement is subject to supervisory approval. Whenever appropriate, management may consider
establishing telework arrangements to meet its needs as well as those of employees. Employee
participation in atelework arrangement is voluntary. Telework provides managers, supervisors, and
employees with aternatives to the traditional worksite in accomplishing work objectives. Telework
may be used as a reasonable accommodation for employees with qualifying disabilities under the
Americans with Disabilities Act, 42 U.S.C. § 12101 et seq. However, each telework arrangement must
meet the minimum requirements as specified in paragraph 6.

c. The primary intent of the program is to support the mission of the office in an alternative work
setting. Telework must not be used as an alternative to or in lieu of dependent care.

d. Telework arrangements may be established at community-based telecenters, the employee’s
residence, and mobile/virtual offices when determined by work unit supervisors to be consistent with the
mission of VA.

e. Prior to initiating, modifying, or terminating atelework arrangement that affects employeesin a
collective bargaining unit, appropriate labor relations obligations must be fulfilled.

f. Itisrecommended that each supervisor conduct a periodic review of the telework arrangements to
determine the impact on work operations.

g. If management determines that atelework arrangement is not meeting the operational needs of the
organization, the arrangement will be modified no sooner than two weeks after the employee is notified,
or in accordance with the required notice periods specified in applicable collective bargaining
agreements. Supervisor modification or termination of the arrangement requires two weeks notice
except where:
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(1) otherwise specified in a collective bargaining agreement,

(2) work-related circumstances require otherwise, e.g., emergency situation,

(3) management determines that the teleworker is not meeting performance criteria,

(4) the employee breached information security protocol, or

(5) the employee works overtime without prior advanced approval.

h. Equal employment opportunity principles are fully applicable to the operation of this program.
3. RESPONSIBILITIES

a. Under Secretaries, Assistant Secretaries, Other Key Officials. These officials, or their designees,
are responsible for implementation and administration of telework programs and this policy within their
organizations; ensuring that managerial, logistical, organizational, or other barriers to implementation
and successful functioning of the telework program are removed; and approving or discontinuing
telework arrangementsin VA Central Office. Each Administration will be required to provide timely
employee participation data to meet the Departmental annual reporting requirement; specificaly July 15
of each calendar year until otherwise notified. Reporting datawill be submitted to the Office of Human
Resources and Labor Relations, Worklife and Benefits Service.

b. Facility Directors. Facility Directors are responsible for implementing telework programs and
approving or discontinuing telework arrangements for employees under their jurisdiction. The approval
of telework arrangements should be coordinated with facility Human Resources Management Officers
and Information Security Officers.

c. The Deputy Assistant Secretary for Human Resources Management and Labor Relations will
advise management and operating officials on the policies and procedures in this chapter.

d. Supervisors are responsible for determining position and employee suitability for telework
arrangement and coordinating the completion of the User’s Remote Computing Security Agreement with
the employee. The Agreement is availablein the “VA Remote Access Guidelines’ located at the VA
Supervisors must then ensure that the employee coordinates the request for remote access through the
Information Security Officer. They must also ensure adequate coverage during public business hours,
that operations continue to be carried out in an efficient and economical manner, and that participating
and non-participating employees are treated equitably.

e. Employees are responsible for maintaining productivity and for fulfilling their obligation to
account for afull day's work.

f. Employees are responsible for working with their supervisor in completing the User’ s Remote

Computer Security Agreement and coordinating the request for remote access with the facility
Information Security Officer.
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4. REFERENCES

a. Office of Personnel Management Memorandum, “Alternative Workplace Arrangements
(Flexiplace),” dated October 21, 1993.

b. OPM Guidance to Heads of Executive Department and Agencies (February 9, 2001).
c. President’s Management Council National Telecommuting Initiative Action Plan.
d. Public Law 105-277, Omnibus Appropriations Act, Title 1V, 8§ 630.

e. Public Law 106-346 Sec. 359, Department of Transportation and Related Agencies
Appropriations, 2001 (October 23, 2000).

f. Public Law 106-359, Joint Resolution making further continuing appropriations for the fiscal year
2001, and for other purposes (October 26, 2000).

g. 5U.SC. §552a
5. DEFINITIONS

a. Community-based Telecenter is an office typically in a space owned or leased through General
Services Administration (GSA), and/or other Federal government facility, which may be shared by
multiple agencies, or a satellite office of a single agency where an employee works one or more daysin
the workweek. For an update of the most recent telework centers, see GSA/OPM Web site

b. Home-based/Work-at-Home Telework means allowing employees to use information technology
and communication packages to work one or more days in the workweek at the employee’s place of
residence.

c. Mobile/virtual office means alocation or environment, which may include customer sites, hotels,
cars, or at home, where an employee performs work through the use of portable information technology
and communication packages.

d. Officia duty station means the official duty station for an employee's position of record as
indicated on the most recent notification of personnel action.

e. Telework means working from an aternative worksite, rather than the traditional office. This may
be an employee's home or atelework center. Flexiplace, telecommuting, work-at-home, and telework
all refer to paid employment away from the traditional office. The terms Flexiplace, telecommuting,
and telework are synonymous and may be used interchangeably.
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6. TELEWORK CRITERIA

a. Participation. Participation in atelework arrangement isvoluntary. Position suitability and
availability of staff and resources are considerations for management when determining employee
participation.

(1) Telework isavoluntary work arrangement that can be terminated by the employee or supervisor
at any time with appropriate notice, at least two weeks. However, for employees covered by a collective
bargaining agreement, the notice must be consistent with the agreement. In the event of achangein
supervisor, the supervisor shall evaluate the need to continue the telework arrangement and inform the
employee of their decision to continue or terminate the arrangement, consistent with applicable
collective bargaining agreements.

(2) VA employees selected for telework arrangements must have a performance rating of successful
or equivalent. They should have a history of being reliable, responsible, and able to work
independently. Both full-time and part-time employees may participate in atelework arrangement.
Telework is not recommended for trainee positions.

(3) The supervisor isresponsible for determining how many days per week are appropriate for a
telework arrangement. Each arrangement to telework is to be considered individually.

(4) The supervisor should discuss the requirements and expectations of the telework arrangement
with the employee prior to recommending approval of atelework agreement.

(5) All teleworkers and their immediate supervisors should receive training designed to provide the
employee and supervisor with a smooth transition to telework. Statistical studies show that participants
who receive training have a much better chance at succeeding.

b. Position Suitability

(1) Management officials are responsible for determining which positions are appropriate for
telework arrangements consistent with labor relations obligations.

(2) Position suitability should be reviewed by management officials based on the functions and
duties of the position rather than the title. Tasksthat can be performed away from the traditional office
are generally more suited for atelework arrangement. In some instances, duties performed in the
traditional office location could be separated from the employee's duties and performed at the aternate
worksite. This approach to "job reengineering” can assist in providing appropriate avenues toward
telework. Guidelines for position suitability include but are not limited to:

(&) Work activities must be portable and can be performed effectively outside the traditional office
location;

(b) Job tasks are quantifiable or primarily project-oriented;

11-46



SEPTEMBER 22, 2005 VA HANDBOOK 5011/5
PART Il
CHAPTER 4

(c) Contact with other employees, the supervisor or manager, and serviced clientele is predictable
and normally scheduled;

(d) The computer technology needed to perform work off-site is currently available;

(e) Employees may be linked electronically to the traditional office location by computer and modem
or may simply take work to the alternative worksite, requiring no computer;

(f) No classified documents may be taken to, used, or stored at an employee's home office or
telecenter. The employee must return to the traditional office to access and work on such documents or
materials; and

(g) Privacy Act materias, evidence, or sensitive documents (hard copy or electronic) may be
accessed remotely provided that the employee agrees to protect Government/V A records from
unauthorized disclosure or damage and will comply with the requirements of the Privacy Act of 1974,
5 U.S.C. §552a, and all applicable Federal law and regulations, VA Directive and Handbook 6210, and
other applicable VA policies.

c. Processfor Establishing a Telework Arrangement

(1) The employee completes VA Form 0740a (Appendix I1-B of this handbook), Telework Proposal,
which describes how the proposed arrangement would work and submits it to the immediate supervisor.

(2) Theimmediate supervisor makes a preliminary determination as to position and employee
suitability for telework.

(3) Theimmediate supervisor agrees/disagrees to the employee’s participation and
approves/disapproves the Telework Proposal noting any modifications to the proposal.

(4) Theimmediate supervisor and employee develop atelework agreement which lists all terms and
conditions for the telework arrangement (Appendix I1-A of this handbook), and complete the User’s
Remote Computer Security Agreement. The Agreement is available in the“VA Remote Access
Guidelines’ located at the VA intranet address

(5) The employee notifies the Information Security Officer (1SO) of the telework arrangement and
obtains | SO certification approving that the appropriate security controls are in place.

(6) If thisisawork-at-home Telework Proposal, the employee must complete aVVA Form 0740b
(Appendix 11-C of this handbook), Telework Self-Certification Safety Checklist, and submit it to the
immediate supervisor.

(7) VA Form 0740a, Telework Proposal, atelework agreement, approved 1SO certification and VA
Form 0740b, Telework Self-Certification Safety Checklist (if appropriate), are submitted to the
designated management official or his’her designee within the chain of command for final approval by
signing the Telework Proposal.
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(8) Management must address all collective bargaining obligations if applicable.

(9) If atelework arrangement is denied, the Telework Proposal form must annotate the reason why
the request was denied. The decision to deny the telework agreement is not subject to any formal appeal
procedure; however, it may be grieved under applicable negotiated grievance procedures.

(10) If atelework arrangement is approved, the employee and immediate supervisor sign the
telework agreement.

d. Minimum Participation Criteria
(1) The employee's position must be suitable to telework.

(2) All appropriate forms must be completed and contain approval signatures (VA Form 0740a,
Telework Proposal, Telework Agreement, and if appropriate, VA Form 0740b, Self-Certification Safety
Checklist).

(3) Thetelework arrangement must not adversely affect VA’s mission and functions. If, at any time,
it is determined that an arrangement is having an adverse impact on work operations or performance, the
supervisor or the employee may terminate the arrangement with two weeks notice. Supervisor
modification or termination of the arrangement requires two weeks notice except where:

(a) otherwise specified in a collective bargaining agreement,

(b) work-related circumstances require otherwise, e.g., emergency situation,

(c) management determines that the teleworker is not meeting performance criteria,
(d) the employee breached information security protocol, or

(e) the employee works overtime without prior advanced approval.

e. Automated Information System Security. Each Administration and Staff Office with atelework
program will ensure that Departmental information security policies, established by the Office of
Information and Technology, are strictly enforced and that telework employees are informed that
periodic remote computer surveillance may be conducted to ensure information security policy
compliance. Each telecommuter will be assigned aVVA-owned computer or agree to have the One
VA-VPN software installed on their personal computers. Technical requirements for computer
connections to the VA network by telecommuters will be published and issued by the CIO. Offices
sponsoring telework must also ensure that adequate technological security protections are in place on all
electronic devicesissued to telework participants. If Federal and VA information security policies,
procedures and guidelines are not followed, telework must be terminated. Prior notice to the employee
isnot required for enforcement and reporting of security violations. Additional security policy
information and clarification can be obtained from the VA Office of Information and Technology,
Office of Cyber and Information Security (005S). (See VA Directive 6210, Automated Information
Systems Security, and VA Directive 6000, VA Information Resources Management Framework.).
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f. Security and Privacy Considerations.

(1) No classified documents (hard copy or electronic), may be taken to, used, or stored at an
employee’ s home office or telecenter. The employee must return to the traditional office to access and
work on such documents or materials. Privacy Act materials and VA data and systems may be accessed
remotely provided that the employee agrees to protect Government/V A records from unauthorized
disclosure or damage. The employee must also comply with all legal requirements (for example,
Privacy Act of 1974, 5 U.S.C. § 552a), policies and procedures (for example, VA Directive and
Handbook 6210) identified by the Administration or Staff Office as necessary to protect the VA data
and systems to which the employee will have access under the telework arrangement. Prior notice to the
employeeis not required to terminate telework arrangements due to security violations.

(2) If any legal requirements (for example, Privacy Act of 1974, 5 U.S.C. § 552a), departmental and
office policies and procedures change (for example, VA Directive and Handbook 6210), the employee,
upon proper notice, agrees to comply with the changed requirements. Failure to so agree constitutes a
basis for termination of the employee’ s participation in the program.

g. Telework Agreement.

(1) Eachteleworker, whether in atelecenter or a home-based office, must sign a telework agreement.
The agreement covers the terms and conditions of participation in the telework program. The agreement
is not a contract, but rather serves as a document that defines all expectations and parameters of the
arrangement (see Appendix |1-B for a sample agreement). At a minimum, the agreement must include:

(a) apreamble statement of voluntary participation;

(b) theidentity of the signatories, duty station and alternative worksite;

(c) adescription of the work schedule and tour of duty;

(d) adescription of required equipment/supplies an explanation of the responsible provider;

(e) provisions describing requirements for leave, overtime, liability, work area (for work at home
only), worksite inspection, alternative worksite costs, injury compensation, cancellation, privacy
obligations, standards of conduct, and paragraph on appropriate disciplinary or adverse action; and

(f) parameters of work assignments to be performed as well as performance criteria.

(2) Thetelework agreement must be approved by the employee’ simmediate supervisor and

appropriate approving official. Before approving agreements, supervisors and approving officials must
determine the impact the telework arrangement will have on work operations.
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(3) The completed agreement should be forwarded to the servicing human resources office and isto be
used for administrative reporting purposes only (see paragraph 3.a). If the completed agreement is
retrieved by individual identifiers such as the individual’ s name or social security number, then the
provisions of the Privacy Act (PA) 5 U.S.C. 8 552a will apply. If use of a satellite telecenter is approved,
the Departmental Telework Coordinator, or other designee, will contact General Services Administration
(GSA) to procure available space and initiate a written Interagency Agreement for services.

h. Performance Evaluation. The performance of an employee on atelework arrangement should be
evaluated based on the applicable performance standards for his or her position or for that portion of the
overall performance plan which applies. Supervisors and employees should fully discuss performance
expectations in theinitial phase of the process of establishing atelework arrangement to assure
expectations are fully understood. Performance should be measured on achieved results. Periodic
reviews between the supervisor and the employee are encouraged.

I. Timeand Attendance Accounting. The employee's time and attendance will be recorded as
performing official duties at the official duty station or alternative worksite, as applicable. To verify
attendance at the alternative worksite, supervisors may periodically contact the employee and/or permit
employee self-certification. To help ensure that employees on telework arrangements work as
scheduled, supervisors should focus on the completion of work products as applicable.

j. Work Schedule. Based on work requirements, supervisors may arrange telework schedules to
allow employees to work on atelework arrangement one day per pay period, one day per week, or as
often as five days per week. Normally, the supervisor may change telework schedules only with notice
to the employee in advance of the applicable administrative workweek. Work unit supervisors may also
approve alternative work schedules for employees on telework arrangements when doing so is
consistent with work requirements. Supervisor modification or termination of the arrangement requires
two weeks notice except where:

(1) otherwise specified in a collective bargaining agreement,

(2) work-related circumstances require otherwise, e.g., emergency situation,

(3) management determines that the teleworker is not meeting performance criteria,

(4) the employee breached information security protocol, or

(5) the employee works overtime without prior advanced approval.

k. Leave. Current absence and leave policies and regulations apply to employees on telework
arrangements.

|. Emergency Closing/Group Dismissal. On aday when an employee is scheduled to work at the

Alternative Worksite and their official duty station facility is closed for al or part of aday, the
following rules apply:
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(1) Full Day Closing. The employeeis not required to perform work at the ADS. However, if the
employee voluntarily chooses to perform any work at the ADS, the employee is not entitled to
additional compensation such as overtime, compensatory time, or credit hours.

(2) Late Openings. On aday when an employee is scheduled to work at the ADS and the employee’'s
officia duty station facility opens late, the employee is entitled to the exact amount of excused absence
the employee would have received if scheduled to work at the official duty station. In this situation, the
voluntary work provisionsin Paragraph 1 of this Section apply.

(3) Late Arrivalsand Early Dismissals. On dayswhen alate arrival or early dismissal occurs, the
employee is required to perform their full ADS schedule if located at home.

(4) On acase-by-case basis, an agency may excuse atelework employee from duty during an emergency
if the emergency adversely affects the telework site (e.g., disruption of electricity, loss of heat, etc.).

m. Ad Hoc Arrangements. When management determines exigent circumstances exist (for
example, an employee’s sudden illness precluding work at the official duty station), management may
institute an ad hoc telework arrangement without completion of required documentation. Ad hoc
arrangements should only be instituted to assist employees and management in unforeseeable and
unavoidable emergency circumstances, and to ensure improvement of services to veterans, increase
productivity, recruit and retain personnel, and improve the quality of life of participants. After effecting
an ad hoc arrangement, atelework agreement should be completed at the earliest possible opportunity.

n. Pay. All entitlementsfor pay, including locality based comparability pay, specia salary rates, and
travel benefits will be based on the employee's official duty station. Premium pay entitlements are not
affected by atelework arrangement, including coverage under the Fair Labor Standards Act (FLSA), if
applicable. (Note: Employees covered by FLSA should be given explicit written instructions not to
exceed daily and weekly overtime pay limits). The premium pay provisionsin VA Handbook 5007, Pay
Administration, Chapter 2, Section 2, shall apply to hybrid title 38 employees who are being paid
premium pay on the same basis as nurses.

0. The Alternative Worksite.

(1) The alternative worksite must be suited to conducting business. Before a work-at-home
Telework Proposal and Work Agreement are approved, the employee must complete aVVA Form 0740b,
Telework Self-Certification Safety Checklist, and submit it to the immediate supervisor.

(2) The supervisor and employee should identify resources needed to facilitate the work assignment,
assuring all property and equipment needs are satisfied in accordance with the telework agreement.

NOTE: GSA has developed a number of telework centers, commonly called telecenters, across the
country and in the Washington, DC area. Information about the interagency agreement for renting space
and billing procedures for use of telecenters can be obtained at the following Web site:
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p. Expensesand Equipment

(1) The Department may issue and/or pay for equipment, software, equipment maintenance, and
repair based on the availability of funds and equipment. Work-at-home arrangements may require
minimal equipment such as pen and paper; or they may require considerable equipment such as
computers, modems, additional telephone lines, fax and copying machine(s), as well as, telecom-
munications for connectivity including high speed data communications, such as, cable modems, DSL
or ISDN lines. The decision to purchase or provide Government issued equipment is discretionary on
the part of management.

(2) When needed, the Department may pay expenses associated with working- at-home such as:
pens, paper, phone charges (long-distance and other); and the cost of computers, typewriters, fax
machines, computer software, modems, and equipment maintenance and repair. Employees will incur
the costs of additional electrical outlets and telephone lines.

(3) Employeeswill incur the cost of utilities associated with working-at-home. 1n some limited
situations, VA may pay for telephone installation when the service is considered essential and the
employee agrees that the installed telephone will only be used for work assignments and contact with
the VA office.

g. Liability and Worker's Compensation. Employees on telework arrangements are covered under
the Federal Tort Claims Act and the Federal Employees’ Compensation Act. Aswith injuries which
occur in the traditional office setting, for injuries that occur during telework arrangements, supervisors
may only attest to what they reasonably know. In all situations, employees are responsible for
informing their immediate supervisor of an injury at the earliest time possible.

r. Telework Coordinatorsand Teams. It isrecommended that each operating Administration and
Staff Office designate a Telework Coordinator to implement, monitor, and track administration of their
respective telework program(s). Telework teams may be formed at al levels of the organization to
include human resources, information technology, and security to respond to the personnel, equipment,
security, and other issues associated with telework arrangements.

7. EVALUATION. Itisrecommended that telework arrangements be evaluated periodically to
determine the impact on work.

8. TERMINATION. The telework arrangement must meet the operational needs of the Department
and VA’s ability to accomplish its mission and functions. If not, the supervisor may terminate the
arrangement after meeting any applicable notice requirements. For bargaining unit employees,
termination is subject to applicable provisions of their collective bargaining agreements.

Since telework is avoluntary work arrangement, the employee may terminate it at any time with

appropriate notice, at least 2 weeks. For bargaining unit employees, termination is subject to applicable
provisions of their collective bargaining agreements.
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APPENDIX A.
SAMPLE ALTERNATIVE WORKPLACE TELEWORK AGREEMENT

The following constitutes an agreement between the employer (VA approving official and organization)
and employee (name, title, grade, and organization) to the terms and conditions of this alternative
workplace arrangement. Thisis neither a contract nor intended to create any contractual obligations
between the parties.

1. Voluntary Participation. The employee voluntarily agreesto work at the agency-approved
alternative workplace indicated below and to follow all applicable policies and procedures. The
employee recognizes the telework arrangement is not an employee benefit but an additional method the
agency may approve to accomplish work.

2. Trial Period. The employee and management agree to try out the arrangement for at |least (specify
number) months unless unforeseen difficulties require earlier termination.

3. Salary and Benefits. Management agrees that atelework arrangement is not a basis for changing
the employee's salary and benefits.

4. Duty Station and Alternative Worksite. The employee and management agree that the employee's
official duty station is (list duty station for regular office) and that the employee's approved aternative
worksite is (specify location, street address, etc.). The employee understands that all pay, leave, and
travel entitlements are based on the official duty station. With reasonable notice to the employee,
management has the right to change the days spent at the official duty station or alternative worksite.

5. Official Duties. The employee agreesto only perform official duties when on duty at the regular
office or alternative worksite. The employee agrees not to conduct personal business while in official
duty status at the alternative worksite, for example, caring for dependents.

6. Work Scheduleand Tour of Duty. Management and the employee agree that the employee's
official tour of duty will be (specify days, hours, and location).

7. Timeand Attendance. The employee's supervisor will ensure that the employee's timekeeper has a
copy of the employee's telework work schedule. The employee's time and attendance will be recorded
as performing official duties at the official duty station or alternative worksite, as applicable.

8. Leave. The employee agreesto follow established office procedures for requesting and obtaining
approval of leave.

9. Overtime. The employee agrees to work overtime only when ordered and approved by the

supervisor in advance and understands that working overtime without such approval may result in
termination of the telework arrangement and/or other disciplinary action.
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10. Equipment/Supplies. The employee agreesto protect any government-owned equipment and to
useit only for official purposes. Management agrees to install, service, and maintain any government-
owned equipment issued to the telework employee. The employee agreesto install, service, and
maintain any personal equipment used. Management agrees to provide the employee with necessary
office supplies and to reimburse the employee for business-related long distance telephone calls.
Management has the option to provide the employee with a government-issued calling card for business-
related long distance calls.

11. Liability. The employee understands that the government will not be liable for damages to an
employee's personal or real property while the employee is working at the approved alternative
worksite, except to the extent the government is held liable by the Federal Tort Claims Act or the
Military Personnel and Civilian Employees Claims Act.

12. Work Area (work-at-home only). The employee agrees to provide a distraction-free worksite
adequate for the performance of official duties, and sign the Self-Certification Safety checklist.

13. Worksite Inspection. The employee agrees to permit the government to inspect the alternative
worksite during the employee's normal working hours to ensure proper maintenance of government-
owned property and conformance with safety standards. The employer will give the employee
reasonable notice of a planned inspection.

14. Alternative Worksite Costs. The employee agrees that the government will not be responsible for
any operating costs that are associated with the employee using his or her home as an aternative
worksite, for example, home maintenance or utilities. The employee understands that he or she does not
relinquish any entitlement to reimbursement for authorized expenses incurred while performing official
duties, as provided for by statute or regulation.

15. Injury Compensation. The employee understands that he or she is covered by the Federal
Employees Compensation Act if injured while performing official duties at the alternative worksite.
The employee agrees to notify the supervisor immediately of any accident or injury that occurs at the
alternative worksite and to complete any required forms.

16. Work Assignments/Performance. The employee agrees to complete all assigned work according
to procedures mutually agreed upon by the employee and the supervisor. The employee's performance
will be evaluated against standards contained in the employee's performance plan.

17. Cancellation. The employee may cancel participation in the telework arrangement at any time with
appropriate notice, at least 2 weeks. Supervisor modification or termination of the arrangement requires
2 weeks notice except where (1) otherwise specified in a collective bargaining agreement, (2) work-
related circumstances require otherwise, e.g. emergency situation, (3) management determines that the
teleworker is not meeting performance criteria, (4) the employee breached information security protocol,
or (5) the employee works overtime without prior advanced approval. The decision to cancel the
telework arrangement is not subject to any formal appeal procedure; however, it may be grieved under
applicable negotiated grievance procedures. Management agrees to allow the employee to resume his or
her regular work schedule at the official duty station if the telework arrangement is cancel ed.
Management agrees to follow any applicable negotiated procedures in canceling the arrangement.
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18. Disclosure. The employee agreesto protect government/V A records from unauthorized disclosure
or damage and will comply with the requirements of the Privacy Act of 1974, (5 U.S.C. § 552a), Federal
privacy laws and regulations, and VA policies and procedures.

19. Standardsof Conduct. The employee agrees that he or she is bound by VA standards of conduct
while working at the alternative worksite.

20. Agreement. Nothing in this agreement precludes management from taking any appropriate
disciplinary or adverse action against an employee who fails to comply with the provisions of the
agreement.

Employee Date

Employer (title of Approving Official) Date
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1. DATE PREPARED
V\ Department of Veterans Affairs TELEWORK PROPOSAL 01/10/2005
IMPORTANT: For additional information, see VA Directive 5011, Chapter 4.
2. NAME OF EMPLOYEE (Last, Firsl, Middle laitial} 3. POSITION TITLE, SERIES, AND GRADE 4. NAME OF YOUR TELEWORK COORDINATOR
Davis, Breanna L. Program Analyst GS5-345-14 Maxcine Sterling
5. NAME AND ADDRESS OF DUTY STATION 6. ORGANIZATION AND LOCATION 7. OFFICE PHONE NUMBER
(Include area cade)
Organizational Effectiveness
16995 TIndian Head Highway 810 Vermont Ave NW
Upper Marlboro, Maryland 20772 Washington, DC 20420 (202)273-0099

8. WHAT IS YOUR CURRENT WORK SGHEDULE
X ALTERNATE WORK SCHEDULE | COMPRESSED WORK SCHEDULE O FARAITIVE WORK SCHEDULE O REGULAR WORK SCHEDULE

work hours) work days that has a fixed
ane a-hourday eml am day om start and snd tima}
and ona day off)
[] PART-TIME WORK SCHEDULE [] QTHER IWORK SCHEDULE
Xpidir)
A ALTERNATE WORK SCHEDULE REQUESTED 98, ALTERNATE WORKSITE ADDRESS 9C. ALTERNATE WORKSITE
. - PHONE NUMBER finciude erea code)
m HoME e |:|w UAL OFFICE . .
VA Form 07405) 16999 Indian Head Highway
. Upper Marlboro, Maryland 20772
[ TeLECENTER e 1301) 952-0099
9D. TYPE OF ARRANGEMENT
[J Ao Hoc [] TEMPORARY SCHEDULE REGULAR SCHEDULE

9E. NUMBER OF DAYS
1 DAY PER PAY PERIOD [] 2 TO THREE DAYS PER PAY PERIOD [ ] 4 OR MORE DAYS FER PAY PERIOD ] 5 OR MORE DAYS PER CALENDAR YEAR
OF. LENGTH OF TIME

SIXMONTHS OR LESS  [] SIX TO TWELVE MONTHS [ TWELVE MONTHS OR MORE
10. ANTICIPATED EQUIPMENT TO WORK OFF-SITE 71 ESTIMATED COST FOR |
COMPUTER [} SOFTWARE cewprione [ geconprome [ Faxmachie [ PRINTER T
[ Fie caBiNET [[] DESK AND CHAIR CALLING CARD [] TYPEWRITER  [] OTHER (1dentify) $
12.LIST PROPOSED WORK SCHEDULE
WEEK 1 WEEK 2

MONDAY TUESDAY |WEDNESDAY | THURSDAY FRIDAY MONDAY TUESDAY |WEDNESDAY | THURSDAY FRIDAY

HOURS 7:00-4:30 {7:00-4:30 |7:00-4:30 |7:00-4:30 | OFf 7:00-4:30 [7:00-4:30 [7:00-4:30 [7:00-4:30 {7:00-4:30

LOCATION | yp, VA va VA cWs va VA va 1 va Ot£-Site
WEEK 1 WEEK 2

EXAMPLE

MONDAY TUESDAY |WEDNESDAY | THURSDAY FRIDAY MONDAY TUESDAY | WEDNESDAY | THURSDAY FRIDAY

HOURS 7:00-4:30 | 7:00-4:30 | 7:00-4:30 | 7:00-3:30 OFF 7:00-4:30 7:00-4:30 | 7:004:30 | 7:00-4:30 | T:00-4:30

LOCATION | OFFSITE | OFF-SITE | OFF-SITE VA HOME OFF-SIiTE | OFF-SITE | OFF-SITE VA VA

13. EXPLAIN HOW YOUR PROPOSED TELEWORK ARRANGEMENT WILL HELP YOU AND THE CRGANIZATION GET YOUR JOB DONE.

Working from home will allow me to review regulations, legal precedents and decisions without
interruptions. I will be able to concentrate on developing a sound basis for the Department's
position. Requests for extensions should be significantly reduced.

14. WHAT POTENTIAL CHALLENGES WILL YOUR PROPOSED TELEWORK ARRANGEMENT POSSIBLY CREATE FOR YOUR CUSTOMERS fintemaliextermal fo VA),
CO-WORKERS, SUPERVISOR; AND HOW DO YOU PLAN TQ RESOLVE THEM?

None, e-mail capability from my home will allow me to respond to special regquests, or emergency
requests on an as needed basis. There will be no adverse impact to fellow co-workers and/or
management; as I expect to be in the office 8 days out of 10 (with 1 off-site day at home and 1
CWS day). I have been assigned a cell phone which will allow for emergency calls.

VA FORM -
JUN 2003 {RS) 0740a AdobeFarmsDesigner
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15. DOES YOUR JOB INVOLVE CONFIDENTIAL OR SECURE FILES OR INFORMATION?
3 vES (#"YES " see Supervisor for additional guidance.) EJno

16. WHAT SPECIFIC PROJECTS AND/OR ASSIGNMENTS DO YOU PROPOSE TO ACCOMPLISH WHILE WORKING OFF-SITE, AND HOW WOULD YOU AND YOUR
SUPERVISOR ASSESS ACCOMPLISHMENT OF IDENTIFIED ASSIGNMENTS/PROJECTS? (Be specific and provida peniods.)

1. Review of the E-gov and impact to VA. This assignment is expected to take six to eight weeks
for completion. Weekly progress reports will be provided.

2. Review of the new government-wide contracting regulations. This assignment will involve

collaboration with outside agencies and will require approximately three months to complete. Start
date is May 30.

3. Development of a departmental position paper on realignment and restructuring of SBA. Expected
start date is 02/05; weekly updates will be provided.

COMPLETED BY SUPERVISOR
17A. ACTION OF SUPERVISOR 178, COMMENTS OF SUPERVISOR

APPROVED

] oisAPPROVED (Explain why)

[] APPROVED WiTH MODIFICATION
18. APPROVED EQUIPMENT T TELEWORK

COMPUTER SOFTWARE  [X] cELLPHONE  [T] SECOND HomE [JraxmacriNe [ PRINTER [ FiLe caBnET

[JoeskanDchaR [ caLLNG carD [] TYPEWRITER (] OTHER (identity)
18. APFROVED DATES TO TELEWORK

gEGiN:  03/10/85 EnND:  09/15/05

NOTE: [femployee work involves confidential or secured information, please check with security for more specific guidance/direction.

20A. SIGNATURE OF SUPERVISOR 205. DATE 1A SIGNATURE OF EMPLOYEE ﬂ: 21B. DATE
A 01/12/2005 %Qﬂaﬂﬁ&& US| 011072008
224 TURE OF APPROVING 226, DATE
w_) 01,/12/2005
MMA FORM 07404, JUN AdobeFormsDesigner
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\"\ Department of Veterans Affairs

TELEWORK SELF-CERTIFICATION SAFETY CHECKLIST
_ WORK-AT-HOME . _
1. NAME OF EMPLOYEE (Last, First, Middie initial) 2. NAME OF YOUR TELEWORK COORDINATOR
Davis, Breanna L. Maxcine Sterling
3. HOME ADDRESS (Sirael, cily, state, and ZIP Gode) 4 OFFICIAL DUTY STATION ADDRESS 5. HOME OFFICE FHONE NUMBER |
16999 Indian Head Highway e
Upper Marlboro, Maryland 20772 810 Vermont Avenue NW (201) #32-009%
Washington, DC 20420 ikl
) (202) 273-0010
The following checklist is designed to assess the overall safety of your home office. Please answer each question, sign and date. ¥ ou should also have
your supervisor sign, and date after you have completed this form,
7A. OFFICE ENVIRONMENT
1. Arctemp €, noise, ventilation and lightng levels adequate for maintaining your normal level of job performance? ves [Jno
2. Are all stairs with four or more steps equipped with handrails? K ves [Jno
3. Are all circuit breakers and/or fuses in the electrical panel labeled as to intended service? ves [Jwno
4. Do circuit breakers clearly indicate if they are in the open or closed position? Xl yes [Jro
5. Isall electrical equipment free of recognized hazards that would cause physical harm (frayed wires, bare conductors, loose
wires, flexible wires running through walls, exposed wires to the ceiling)? ves [Ino
6. Will the building's electrical system permit the grounding of electrical equipment? ves [Jwo
7. Are aisles, doorways, and corners free of obstructions to permit visibility and movement? K ves [Owo
8. Are file cabinets and storage closets arranged so drawers and doors do not open into walkways? ves [no
9. Do chairs have any loose casters (wheels) and are the rungs and legs of the chairs sturdy? : ves [wno
10. Are the phene lines, clectrical cords, and extension wires secured under a desk or alongside a baseboard? ¥es []no
11. Is the office space neat, clean, and free of excessive amounts of combustibles? YEs [Jno
12, Are floors survaces clean, dry, level and free of wam or fray seams? ¥es [Jno
13. Are carpets well secured to the floor and free of frayed or wam seams? K ves [Qwo
14, Is there enough light for reading? K ves [Qwo
1. s your chair adjustable? tatnn Ll S T e X ves [Jno
2. Do you know how to adjust your chair? ves [Jno
3. Is your back adequately supported by a backrest? ves [Ino
4. Are your feet on the floor or fully supported by a footrest? K yes [Jno
5. Are you satisfied with the placement of your VDT and keyboard? Yes [Jno
6. Is it easy to read the text on your screen? ves [Jno
7. Do you need 2 document holder? ves [Jwno
8. Do you have enough leg room at your desk? , ves [Jno
9. s the VDT screen free from noticeable glare? Xl ves Owne
10. Is the top of the VDT screen eye level? Elyes Owe
11. Is there space to rest the arms while not keying? ves [Jno
12. When keying, are your forearms close to parallel with the floor? ves [Jwo
13. Are your wrists fairly straight when keying? BEves Que
8A. SIGNATURE OF EMPLOYEE . 8B. DATE 9A. SIGNATURE OF IMMECIATE SUPERVISOR 98. DATE
Rmﬂnq \C{-QCLDTS 01/10/2005 ¥ K)Ltfjfb\ 01/12/2005
s 0740b prSe———

11-C-1]






[JUNE 15, 2006 VA HANDBOOK 5011/9
PART I|
APPENDIX D

WY Department of Veterans Affairs REQUEST FOR ALTERNATE WORK SCHEDULE

INSTRUCTIONS: Please check the alternative work schedule you are requesting, sign, date, and forward to your Associate Diroctor, Nursing Services for action.

ALTERNATE WORK SCHEDULE OPTIONS (Please check appropriate bax)

r- mo-neurwmwme ~ Three regulary scheduled 12-hour tours of duty within an administrative work week that is considerad for all purposes to ba a full 40 hour basic

9-Month Work Schedule - Nmmumfmfull-lmemlhmmnhoﬂmu Mﬂlinaﬁﬂ:alyear paid at 75 percent of the full-time rate for such nurse's grade and step each
R’bu-waekly pay period of the fiscal year. See additional OTE: Employ g the -Month Work Schedule must sign VA Form 0870b, Cousent of Appointment
for 9-Manth/3-Month off Alternate Wark Schedule Agreement .

]__ Baylor Plan = Two regularly scheduled 12-hour tours of duty contained entirely within the first and last day of the administrative work week, Sunday, and Saturday.

NAME OF EMPLOYEE (Type or print clearly) si RE OF EMPLOYEE DATE SIGNED

Dorothy K. Rawlinson /C'tc‘,‘ H {(<aw/ms ¢i 11/07/05

COMPLETED BY ASSQCIATE DIRECTOR, NURSING SERVICE
PROPOSED ACTION | NAME OF ASSOCIATE DIRECTOR, NURSING SIGNATURE OF ASSOCIATE DIRECTOR, NURSING | DATE SIGNED
I APPROVED SERVICE (Type or print clearly) SERVICE
- C-'.‘ . / y g -
[~ DISAPPROVED Susan A. Mack P TR, - + ﬂ(w,‘é‘_ 11/15/05
COMPLETED BY MEDICAL CENTER DIRECTOR
FINAL ACTION NAME OF MEDICAL CENTER DIRECTOR (Typeor | SIGNATURE OF MEDICAL GENTER DIRECTOR DATE SIGNED
print clearly)
[ aPPROVED - M
. ' i

[ oisaperovep | 292 K. MacDonald M{_ 7(/91 ) .Afmﬁ'éf 11/16/05
COMMENTS

This employee is an excellent candidate to convert to the 9-Month/3-Month Off Alternate
Work Schedule. She is a highly qualified nurse who is dedicated to her profession and will
provide the necessary flexibility to make this a workable tour of duty.

NOTE: Completed form must be submitted to your local servicing Human Resources Office.

VA Fi
J;\N% 0870a Adobe Forms Designer 6.0
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Date:
From: Chief, Human Resources Management Service (05)

Subject: Notice on the 9-Month Work Schedule Regarding the Impact on Benefits and Other Conditions
of Employment (New Employee)

To: (Name of Employee), RN ( )

As anew employee who has elected the 9-Month Work Schedule under Title 38, Section 7456A(d) you
are considered to be a part-time employee (0.75 full-time equivalent). As such, your conditions of
employment at this Medical Center are as follows:

1. Tenure: Appointments under 38 U.S.C. 7405(a)(1) do not provide employees with job retention
rights, grievance rights or appeal rights as it relates to separation. As a part-time employee you are
employed at the will of the agency and your employment may be terminated from the Medical Center at
any time without advance notice.

2. Retirement: Your annuity will be prorated based on the fraction that your part-time service bears to
full-time service.

3. Leave: Sick leave accrues at the rate of 1 hour for each 20 hoursin apay status with no limitation on
the amount which may be carried over to the next leave year. Annual leave accrues for part-time
employees at the rate of 1 hour for each