ARTICLE 16
HOURSOF DUTY, CREDIT HOURS, ALTERNATIVE WORK SCHEDULES

Section 16.01 - Introduction. All employees shdl be governed by the provisions st forth in this Article.
Nothing in the Article prohibits the addition of work schedulesin the future, should they become available.
The officia lunch period established by each office is added to the work schedule hours defined below.

Section 16.02 - Definitions.
(1) Official Business Hours. The period each day when aHUD officeis officially open for busness

(2) CoreHours. The hours each day that afull-time employee must be present for work. Core hours for
employees stationed in al HUD offices shall be 9:30 am. - 2:30 p.m., on al scheduled workdays.

(3) Standard Fixed Tour. A standard work schedule of 8 hoursaday/5 days aweek with aset gart and
finishingtime.

(4) Alternative Work Schedules (AWYS). In addition to a standard fixed tour, the Department offersthe
following work schedule options:

@ Flexitime/TimeBands. A flexible work schedule program conssting of five (5) consecutive work
days of eight (8) hoursaday thet alows employeesto sdect an arriva time between 6:00 am. and
9:30 am. and have aone-hour window of flexibility. Thisflexible work schedule indudes core
hours and flexible hours. An employee must be & work during core hours and must account for the
total number of hours he or sheis scheduled to work.

(b Maxiflex Schedule. A type of dternative work schedulethat contains core hours on 10 workdays or
fewer in the biweekly pay period and in which afull-time employee has abasic work requirement of
80 hoursfor the biweekly pay period, but in which an employee may vary the number of hours
worked on agiven workday or the number of hours each week.

(5) Credit Hours. Credit for work performed by an employee in excess of an eight-hour
tour of duty on any workday in order to vary thelength of a subsequent workday. Such work is compensated
by an equa amount of time off (i.e., one (1) hour of work in excess of the employee'sregularly scheduled
eight-hour tour of duty is compensated by one (1) hour off on asubsequent workday). Work performed for
credit hoursis differentiated from overtime work, which isordered or directed by Management Work
performed for credit hoursis not compensated as, nor isit subject to the rules and regul ations governing
overtimework.

(6) Operationa needs are defined for the purpose of this article as requirements for office
coveragelfunctions

Section 16.03 - Toursof Duty.

(1) Flexitime. Full-time employees, exduding those working Maxiflex Schedules, shdll be permitted to vary
their dailly work hours subject to the following limitations:
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@ Thesgandard workweek shdl be Monday through Friday.

O Employeesareableto sdect an ariva time between 6:00 am. and 9:30 am. and have aone-hour
window of flexibility. Employees shdl not begin work before 6:00 am. local time nor complete
work after 7:30 p.m. locdl time. It is understood that management shall not be required to incur
additiond expensefor facilitiesasaresult of thisoption.

© Leave may be taken in conjunction with the established lunch period for the office.

© Supervisorsmay approve occasond variances from the pre-selected arrivd time. A varianceisan
employegsariva timethat is morethan one hour before or after the pre-sdected arriva time, but
within the band of flexitime. Approvd of avariance does not require modification of the established
work schedule, provided that the eight-hour work day and core hour requirements are met.

(2) Maxiflex Schedules. Full-time employees shall be permitted to work Maxiflex Schedules, as
defined in this Article, subject to the following limitations:

@ Employeesworking the Maxiflex Schedule have a basic work requirement of 80 hoursin each
biweekly pay period. They may designate a different starting time from 6:00 am. to 9:30 am.
for each workday, and they may designate a varying number of hours to work each workday,
between six (6) and ten (10) hours on any given workday, exclusive of the meal period. The
number of hours per workweek may vary between 30 and 50 hours each workweek, or be set to
the standard 40 hour workweek. They are required to work during the core hours established in
Section 16.02 (2) of this Article, and may designate no more than one (1) workday off per week.
The previous 5/4/9 and 4/10 compressed work schedules are types of Maxiflex Schedules and
areincluded under this section. All work schedules are subject to supervisory approva. An
employee may participate in both maxiflex and telework programs. Management has the
responsibility to coordinate maxiflex and telework.

Following are examples of a Maxiflex Schedule:

Example 1:
First Monday 8:00 a.m. 4:30 p.m. (8hrs)
First Tuesday 8:00 am. -6:30 p.m. (10hrs)
First Wednesday 8:15 am. -5:45 p.m. (Shrs)
First Thursday 8:30 am. -3:30 p.m. (6.5hrs)
First Friday 7:30 am. -2:30 p.m. (6.5hrs)
40hrs
Second Monday 8:30 am. -5:00 p.m. (8hrs)
Second Tuesday 9:30 am. - 4:00 p.m. (6hrs)
Second Wednesday 7:00 am. -5:30 p.m. (10hrs)
Second Thursday 8:15 am. -5:15 p.m. (8.5hrs)
Second Friday 9:30 am. - 5:30 p.m. (7.5hrs)
40hrs
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Example 2:

First Monday 8:00 am. - 3:30 p.m. (7hrs)
First Tuesday 7:00 am. - 5:30 p.m. (10hrs)
First Wednesday 6:30 am. - 5:00 p.m. (10hrs)
First Thursday 6:00 am. -4:30 p.m. (10hrs)
First Friday No work (Ohrs)
37hrs
Second Monday 7:00 am. -4:30 p.m. (%hrs)
Second Tuesday 7:30 am. -6:00 p.m. (10hrs)
Second Wednesday 9:00 am. -3:30 p.m. (6hrs)
Second Thursday 7:30 am. -4:00 p.m. (8hrs)
Second Friday 7:00 am. -5:30 p.m. (10hrs)
43hrs

37 +43 =80 hrs

Example 3:

A 5/4/9 Work Schedule

Example 4:

A4/10 Work Schedule

©

©

@

Employees who request to work a Maxiflex Schedule or change their schedule must submit
form HUD-25017 or its successor for supervisory approval in advance with a proposed daily
schedule. The Parties recognize that any successor form or system changes may be subject to
bargaining in accordance with this Agreement Employees will be notified in writing of
approval or disapproval. Aninitial change to maxiflex can be made with supervisory
approval at the start of a pay period, and then no more than one change can be made per
guarter, unless approved by the supervisor. Management may delay the start or change
request for up to two weeks for operational needs . Employees utilizing maxiflex are not
eligible to earn Credit Hours. As with other work schedules, management may disapprove,
suspend, or cancel the work schedule options listed above for an employee(s) if it is
determined that it interferes with operational needs.

It isunderstood that supervisors retain the right to assign work, and institute various
methods to meet operationa needs, as defined in this Article.

Management shdl approve day(s) off, if gpplicable, for al employeesworking Maxiflex Schedules,
usng thefollowing guiddines:

I.  Daysoff shdl be scheduled so asnot to interfere with operationd needs.
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Il.  Inscheduling days off, supervisors shdl give due congderation to work requirements and the
preferences of individua employees.

.  Employees tdlework schedules.

IV.  Intheevent of aconflict among employeesregarding the scheduling of days off, supervisors
may, if gopropriate, givethe afected employees an opportunity to resolve such conflicts among
themsdves

(e Employees may make changesin their Maxiflex Schedules (e.g., their scheduled day off or length of
workday) or may change from aMaxiflex Scheduleto afive-day-per-week flexitimework
schedule (or vice versa), subject to the following limitations

I. Nochange shdl be madein themiddle of apay period.

Il. A temporary change of theday off within the sameweek may be made by mutua agreement
between the supervisor and employee to meet management or employee needs

6. Overtimework under aMaxiflex Schedule shdl be defined as work which has been
ordered or gpproved by Management in excess of the designated work schedule.

7. Employees working after 6:00 p.m. as part of any Maxiflex Schedule shall not be entitled to night
differentia or other premium pay for such work.

Section 16.04 - Individual Alternate Work Schedules Denials, Suspensions, or Ter minations.

Management may, a its discretion, temporarily suspend or adjust an employee's Maxiflex Schedule for any
biweekly pay period(s). Natice of non-travel and/or training reated denids, suspensions, or terminations of an
dternativework schedule shdl be provided in advanceto theindividud employee in writing. The notice shall
includethe basisfor the decison and may discuss dterndives, if available. The supervisor may deny an
employeg's request for an dternative work schedule, or suspend or terminate an employee's participationin a
particular dternative work scheduleif it is determined thet the employee's participation would negatively impact
operaiond needs.

For employeesin travel and/or training status management may, at its discretion, temporarily suspend or adjust an
employee's Maxiflex Schedule for any biweekly pay period(s) during which the employeeis, for dl or part of the
pay period, intravel and/or training Satus. The employee's work schedule during the affected pay period(s) shall
be within the discretion of Management. Employees on travel and/or training will be informed in advance of the
temporarily adjusted work schedule. Such temporary suspensions shdl cover thefull pay period(s) in which the
travel and/or training occurs when thetraining or travel will affect thework schedulefor the pay period. The
employee shdl return to their Maxiflex Schedule no later than the beginning of the pay period following
completion of thetravel and/or training.

If an employes flexiblework arrangement is suspended, it will be restored as soon as possible after the

operationd needs have been met. If the work schedule suspension lasts|onger than two (2) pay periods or the
employegswork scheduleisterminated the Union will be notified.
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Section 16.05 - Credit Hours.

Full-time employees not working Maxiflex Schedules may elect to earn credit hours, subject to the
following limitations:

(1) Employeesshndl notify their supervisorsin advance of ther intention to work longer than their regularly
scheduled work hours and of the specific date(s) and time(s) they plan to perform such work. Managers
may discussthe work to be conducted by employees requesting Credit Hours. The supervisor may
disgpprove arequest to work credit hours based on lack of work, other operationd needs or demondtrated
budgetary condraints.

(20 Employeesmay earn up to 3 credit hours on any workday. Credit hours shdl not be earned on anon-
workday. Credit hours shdl be earned in one-quarter (1/4) hour increments.

(3) Work performed in order to earn credit hours shall not begin prior to 6:00 am. local time nor
extend past 7:30 p.m. local time.

(4) Anemployeenot working aMaxiflex Schedule, with prior acknowledgement of their supervisor may
earn credit hourswhilein training and/or travel gatus. Thetraining and/or trave must beto an office
which would support the employee working in excess of eght (8) hours. However, an dternate worksite
may be utilized, with supervisory gpprovd.

(5) Employees may carry over up to twenty-four (24) credit hours from one biweekly pay period to the
next biweekly pay period. Employees may accrue more than 24 hours during the pay period.
Accrued credit hoursin excess of 24 credit hours at the end of the pay period shall be forfeited.

(6) Employees who have earned credit hours may use these credit hours to take time off during their
regularly scheduled work hours, subject to the following:

@ Useof credit hours shal be requested and approved in the same manner as leave.

©O Credit hours may be usad in combingtion with goproved leave andlor compensdary time off. Crexit
hoursmay be usad in one-quatter (1/4) hour increments

© Credithoursdhdl not be used onthesamewarkday thet they areeamed. Employees may useprevioudy eamed
aedit hoursonthesameday thet they eamn additiond aredit hours

(7) Union representatives entitled to officid time may earn credit hours while performing representationa
functions, in accordance with the provisons of thisarticleand Article 47.

(8) Credit hours must be earned prior to being used.
(9) Employeeswill not be required to earn credit hoursin lieu of ordered overtime.

(10) Employees working after 6:00 p.m. in order to earn credit hours shall not be entitled to night
differential or other premium pay for such work.
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(11) Unused credit hours accumulated by an employee shall be paid in accordance with the law or satute
when an employee retires, transfersto another Department, or otherwise terminates their employment
with the Departmen.

Section 16.06 - Crediting and Use of L eave under Flexitime/Credit Hour M axiflex Work Schedules.

(1) When excused absences (e.g., voting leave; ddayed arriva or early departure dueto indement wesether) are
granted, determinations regarding entitlement to an excusad absence, the amount of excused absenceto be
granted, and/or the time period during which an excused absence is granted shal be based upon each
employee's daily arriva times during the preceding biweekly pay period (or thelast pay periodin
which the employee worked at least five (5) days, if the employee did not work at least five (5) daysin
the preceding pay period). Each employee's daily arriva times during that pay period shall be rounded
to the nearest quarter-hour (e.g., 7:22 am. shall be rounded to 7:15 am.; 7:23 am. shall be rounded to
7:30 am.), and the most frequent of these rounded arriva times for each employee shall be used asthe
basisfor dl determinations regarding excused absence for that employee. If thereis atie with respect
to an employee's most frequent arriva time (including those situations in which each arrival timeis
different), the earliest of thetied arrival times (rounded) shall be used to make such determinations.

(2) Thefollowing additiona provisions shall apply to employees working Maxiflex Schedules:

@ For Maxiflex Schedules, an employee who is on annual, sick, or other leave for the full workday
shall be charged leave according to the number of hours they were scheduled to work for that

day.

® When an employee's scheduled day off falls on a holiday, the employee shall be entitled to an
in-lieu-of holiday on the immediately preceding workday.

© For Maxiflex Schedules, an employee shall be credited with holiday leave according to the
number of hours they were scheduled to work on that holiday.

© The amount of excused absence to be granted to an employee working a Maxiflex Schedule
shall be based on the employee's scheduled tour of duty on the day on which the excused
absenceis granted. An employee shall not be entitled to an excused absence on their
scheduled day off, regardless of whether excused absences are granted to other employeesin
the same work unit on that day.

© Any other necessary determinations with respect to the crediting or use of leave under
flexitime, credit hours, and/or Maxiflex Schedules shall be made in accordance with OPM
regulations.

(3) Part-Time Employees.

@ At Management's discretion, part-time employees may participate in the flexitime provisions
of thisArticle.

(O Part-time employees shall not work aMaxiflex Schedule, i.e., they shall not work aregular
tour of duty in excess of eight (8) work hours on any workday.
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© Part-time employees may earn credit hours on any eight hour workday. Accumulated credit hours
may not carry over more than one-fourth (1/4) of the employee's bi-weekly work requirement to
the next pay period (e.g., if an employee's bi-weekly work schedule isforty-eight (48) hours, no
more than twelve (12) credit hours can be carried over to the next pay period). Accrued credit
hoursin excess of one-fourth (1/4) of the biweekly work requirement at the end of the pay
period shall be forfeited.

Section 16.07 - Overtime Wor k. The parties explicitly recognize Management's right to order or gpprove
overtime work by any employee on any work schedule/tour of duty.

Section 16.08 - Teewor k. Working under the Department's Tdework program will not in and of itsdf
disqudify an employee from working an aternative work schedule, provided they comply with the provisons of
the Tdework policy and dl the negotiated Contract Provisons.

Section 16.09 - Timekeeping. Employeeswill sdf-certify ther time using the current Departmentd automated
time kegping system. Employeeswill not be required to use time recording equipment, Sgn-in/sgn-out shedts,
Security systems, or communication sysemsfor timekesping.

Section 16.10 - Employee Respongbilities

(1) Eachemployee shdl be respongblefor ensuring thet their dternate work schedule does not interfere
with the continuing responsibility to carry out their assigned duties and to complete assigned work on
schedule.

(2) Each employee shdl be respongblefor their own compliance with the rules governing this
Alternative Work Schedules program.

Section 16.11 - Management Responsbilities. Management is repongble for ensuring that the misson of
the Department is carried out effectively and efficiently and for determining the operationa requirements of
the Department. Accordingly, Management shal have the following specific responsibilities with respect to
adminigtering this Alternative Work Schedules program:

@ Management shdl beresponsble for providing theinformation to employees regarding the rules and
procedures governing this Alternative Work Schedules program.

2 Management shal be respongblefor ensuring thet officesare adequatdy covered during dl offidd busness
hours, and for determining office coverage requirements, in termsof bath the numbersand types of employees
needed and skillsrequired. Office coverage as defined for purposes of thisartide may not belimited tothe
physicd location. Work that can be completed & an dternative work Site may condtitute office coverage

"Office coverage' indudesbut is not limited to the following:

@ Answering phones,

O Expeditious handling of inquiries from the public;

-70-



© Maintaining clericd, technical, and professional support of the office functions;
@ Providing officia representation at essential meetings,

© Handling occasiona or recurring peak workload periods;

)  Mesting deadlines; and

(O Me=ting other operationa needs.

(©)] Management may designate certain positions to be exempted from AWS. Predecisional
discussions regarding the designations will be held at the local level.

Section 16.12 - Department-wide Alter native Wor k Schedules Ter mination. The Secretary has
the authority to terminate AWS in accordance with 5 U.S.C. 6131 (b). If such adetermination is
made the Department will provide notice to the Union and comply with applicable regulations.

Section 16.13 - Rest Breaks.

(1) Employees who work afull eight hour workday or more shall be entitled to two (2) authorized rest
breaks, not to exceed fifteen (15) minutes, on that workday, one (1) to be taken before the lunch
period and one (1) to be taken after it. Employees who work at least four (4) hours but less than
eight (8) hours on aworkday shall be entitled to one (1) authorized rest break, not to exceed fifteen
(15) minutes on that workday.

(2) Rest periods may not be taken either within one (1) hour of the employeg's arrival or departure times or
within one (1) hour of the beginning or ending of the employee's lunch periods; they may not be taken in
any combination nor accumulated or accrued for future use.

(3) Rest breaks shall be taken so as not to unduly interrupt the work of the Department.
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