Compressed Work Schedule

Frequently Asked Questions

1.  Q:
Under CWS, can I work 10 hours a day for four days per week and get a Regular Day Off (RDO) every week?

A:
No.  The only CWS authorized for SMC is a fixed schedule consisting of eight 9-hour workdays, one 8-hour workday and one Regular Day Off (RDO).  

2.  Q:
Must I choose a Monday or Friday as my RDO?

A:
Yes.  However, because of mission requirements or the balancing of RDO’s across the pay period within your organization, you may not get your choice of RDO.

3.  Q:
Can I request Tuesday as my RDO?

A:
No.  Only Mondays and Fridays are options.

4.  Q:
My organization is only allowing Fridays as the choice for my RDO.  Can they do that?

A:
Yes, if mission requirements dictate, 2-letter organizations may opt for only Mondays or Fridays as the RDO.

5.  Q:
Can I rotate my RDO to another week if I need to?

A:
No.  Since the CWS is a fixed schedule, once your RDO is assigned you may not change it.  However, your supervisor may authorize an occasional change to meet mission needs, making sure your RDO is taken within the pay period.

6.  Q:
Can I be required to work on my RDO?

A:
Yes.  Your supervisor may require you to work on your RDO when mission requirements dictate.

7.  Q:
Will I be compensated for working on my RDO, and if so, how?

A:
Yes, you will receive either overtime or compensatory time, and your employee status will determine this. Non-Exempt employees are required to be paid overtime unless they specifically ask for compensatory time in writing.  Exempt employees should receive compensatory time, unless he/she has use-or lose annual leave.  If this situation happens, supervisors can authorize overtime.

8.  Q:
What happens when my RDO and a holiday fall in the same week?  

A:
Your RDO should be moved to either the Friday or Monday of the other week, in order to minimize, to the best extent possible, the 3-day work week.

9.  When the RDO is moved, does it matter whether the day replaced is an 8 or 9 hour day?

A:
Yes, it does matter. The employee must meet the basic work requirement of 80 hours in the pay period, so if the RDO is moved to a Friday or Monday of the other week, and that day happens to be the scheduled 8-hour work day, then the 8-hour work day must be moved to another day, so the employee actually works the 8-hour day. 

10.  Q:
How will the RDO be credited to military members, if they request a week of leave that coincides with the week of the RDO?

A:
The RDO will be charged as a day of leave if the member requested and has approved leave for the entire week to include the RDO.  The RDO will not be counted as a day of leave if the member remains in the local area and does not request leave effective on the RDO.  If the member plans to stay in the local area for the entire leave period, and their regular days off are Saturday, Sunday, and Monday, or Friday, Saturday, and Sunday, the member should submit a leave form requesting leave beginning on Tuesday and end on Friday, or begin on Monday and end on Thursday respectively. 
11.  Q:
 For civilians, will the way leave is charged stay the same under CWS?

A:
It will change for civilians working in a CWS.  When annual leave or sick leave is taken on a day scheduled for 9 hours, you will be charged 9 hours of leave.  When you take annual leave or sick leave on a day scheduled for 8 hours, you will be charged 8 hours.

12.  Q:
 How do the number of leave days taken compute for military members?  If a military member takes leave on a 9-hour workday, will he/she be charged for 9 hours of leave, or a full day of leave?

A:
Military members receive 2.5 days of leave per month, and are charged one full day of leave for each day of approved leave taken.  According to SMC Instruction 36-107, leave is charged at the same number of hours that an employee is scheduled to work (nine hours for nine-hour days, eight hours for eight-hour days.), and applies only to civilian employees.  

13.  Q:
Will benefits be affected by CWS?

A:
No. Benefits will not change because they are based on the basic work requirement of 80 hours per pay period.  This basic work requirement will not change for employees working under CWS.

14.  Q:
Can I take a flextime work schedule while on CWS?

A:
Yes, your supervisor may authorize a variation of flextime work schedules while on CWS.  However, once your work schedule is set, it is then a fixed schedule per OPM Handbook on AWS, section 13b, and SMCI 36-107, para 1.2.

15.  Q:
Can I combine credit hours with CWS?

A:
No.  It is forbidden, per OPM Handbook on AWS, and 5USC § 6121(4).

16.  Q:
 I have accrued credit hours under my existing Flextime schedule, and now I want to move to a CWS.  Are my accrued credit hours still available for me to use, and if so, how long do I have to use these credit hours?

A:
If an employee has accrued credit hours before entering a CWS, the hours can be used after entering a CWS.  These hours can be carried over from pay period to pay period. Any more than 24 credit hours will be forfeited and cannot be converted to overtime after the fact.  However, once and employee enters a CWS, he/she cannot work and accrue credit hours, unless they move back to a regular or flextime work schedule.

17.  Q:
My 2-letter commander says that our organization will not participate in CWS.  Can he/she do this?

A:
No.  Organizations my not opt out of CWS.  But remember, some positions may be exempted from CWS for mission needs.

18.  Q:
I'm going TDY while scheduled for my RDO.  Do I have to work on my day off?

A:
Possibly.  Personnel on TDY will normally observe the regular duty days and hours of the TDY location.  If compatible with the working hours at the temporary duty station, an employee may remain on a CWS schedule.  Where incompatible, personnel scheduled for TDY may be removed from their CWS for the pay period(s) covering the travel. This requires advanced planning by both the supervisor and employee. 

19.  Q:
Will the CWS program be managed at the 2-letter level?

A:
No.  The 3 and 4 Letter levels are responsible for managing the CWS program within their units. The 2-letter level is responsible for settling all disputes, should they arise.
20.  Q:
Are Non-Appropriated Fund (NAF) civilian employees eligible for CWS?

A: 
NAF employees are currently not covered by the SMCI 36-107. 


21.  Q: Are Contractors, subcontractors, Aerospace employees, or AF Tenant employees eligible for CWS?

A:
Persons employed by a government contractor and subcontractor are not covered by the SMCI 36-107.  The Aerospace Corporation is currently working on implementing their CWS program.  The AF Tenants can decide whether they wish to participate in CWS, but they must first coordinate their request for this program with their respective HQ.

22.  Q:
Are employees who work part time work schedules eligible for CWS?

A:
No.  Part-time employees do not work 80 hours in a pay period, therefore the CWS is not compatible with a part-time work schedule.

23.  Q:
How will CWS work for people whose regularly scheduled hours are outside the hours of 0600-1800, Monday through Friday?

A:
Employees whose position descriptions identify an uncommon tour of duty which includes weekends and holidays, may work on a CWS as long as it meets mission requirements and is approved by their supervisor.  All other employees must follow SMC policy and can only work their CWS within 0600-1800 hours.  Supervisors must ensure that their employees work within these hours to meet the CWS requirements.

24.  Q:
Can I work from 0500 to 1500 on CWS? 

A:
No, unless you work an uncommon tour of duty defined in your position description. 

25.  Q:
 Can I participate in CWS if my current work schedule includes weekends, and if so, can my RDO be other than a Monday or Friday?

A:
If your position description identifies an uncommon tour of duty to include weekends, you may participate in CWS.  However, your scheduled RDO must fall on a Monday or Friday, unless your 2-letter or mission requirements dictate another arrangement.  

26.  Q:
Why do I have to fill out the SMC Form 11 if I am not opting for an Alternate Work Schedule?

A:  
The SMC Form 11 is now the official document each employee fills out to identify which work schedule he/she wishes to work.  The immediate supervisor will then maintain it for recording purposes.  If you are currently working a Flextime schedule (other than SMC’s normal duty hours of 0715 to 1600) which is also considered an alternate work schedule, and wish to maintain that schedule, you must complete the SMC Form 11. 

27.  Q:
If I move from one SMC organization to another do I have to accomplish a new CWS enrollment form, or does my CWS and scheduled RDO carry over with me?


A:
 When you move within SMC organizations, you may be required to complete a new SMC Form 11 which must then be reviewed and coordinated with your new supervisor. The approval of your work schedule will be based on the needs of the organization.  There is no guarantee you will be able to keep your existing CWS throughout your tenure at SMC.

28.  Q:
I’m a SMC employee who carpools with Aerospace employees. They will not be able to use CWS until a month later than me. Am I forced to begin CWS in May, or can I start later when Aerospace starts CWS? 


A:
You can start when the Aerospace Corporation vanpools start their CWS.  However, all SMC employees who participate in these vanpools should fill out their SMC Form 11 as soon as possible to lock in their RDO choice with their immediate supervisor.  

29.  Q: What if my RDO conflicts with my vanpool schedule?

A:
All conflicts within the vanpools and carpools should be worked out within each individual vanpool/carpool.

30.   Q: Can I start my CWS on any other day other than 6 May?


A:
Yes, you can choose another date to start your CWS as long as it starts at the beginning of a pay period (e.g., next pay periods are 20 May or 3 Jun); however, keep in mind that your immediate supervisor will have to approve and then “work in” your choice of RDO with already existing RDO’s of employees who started on 6 May. 

31.  Q:
If I begin my CWS on 6 May, and my RDO choice is the 1st Monday, does this mean that 7 May, the first working day of the pay period, is my RDO?

A:
Yes, but only if your choice of RDO is approved by your supervisor.

32.  Q:
Can an employee designate one CWS schedule during the summer and a different CWS schedule during the school year?

A:
This will depend on whether your supervisor can accommodate your change with the requirement of his/her mission, and accommodate your new work hours, and/or new choice of RDO, e.g., make sure it doesn’t conflict with the RDO’s of other employee already working in an approved CWS. Remember that if you request a change to your work schedule, you must complete and submit a new SMC Form 11.

33.  Q:
 I have worked a CWS at other agencies, and those agencies never required us to change our RDO to adjust for holidays.  Why do we have to move our RDO’s when they fall in the same week, or same day as a holiday?

A:
The need to ensure reasonable manning to meet mission requirements and supervisory controls were determined to be a significant driving force both to SMC Management and the Union Local 2429 when negotiating this program, so in order for this program to be “transparent to the external and internal SMC customer”, the decision was made to “move the RDO” in order to minimize as much as possible, “three-day work weeks”. This policy was negotiated between SMC and Union Local 2429. 

34.  Q: How will CWS affect Child Development Center fees?

A:
The CDC fees will remain the same. The CDC maintains a specific requirement that all parents who enroll their children at the CDC, may do so for up to 10 hours in one day.  Therefore, employees choosing to change their work schedules to CWS, must make arrangements or adjustments in their 9-hour day, (e.g. shorten the lunch hour), to meet the 10-hour limit or request a waiver. Patrons at the Child Development Center are contracted for 50 hours of childcare per week.  If patrons are within their 50 hours they will not be charged additional fees.
35.  Q:
Will the Child Development Center charge me extra if I bring my child in on my RDO?

A:
Patrons can utilize the CDC on their RDO as long as they stay within their contracted 50 hour weekly limit. Keep in mind that patrons will be charged extra if they leave their child in the CDC over the 10-hour daily limit even if it is within the 50 hour weekly limit. 
36.  Q:
Who is the CWS/AWS point of contact for supervisors in each organization?

A:
For civilians, each 2Ltr organization has an assigned Employee Relations Specialist who can provide assistance to anyone with questions on CWS.  Military members can call the Military Personnel Flight, 61 MSS/DPM.
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