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Increased Scheduling Flexibilities for Employees

In an effort to help support employees with personal and family care needs and to also ensure that mission needs
are met, the Department is offering an additional flexibility to employees who work the following flexible work
schedules (FWS) under 3 FAM 2335 - flexitour, gliding schedule, variable day schedule, variable week
schedule.
Effective until further notice, the Under Secretary for Management authorizes posts and bureaus to modify their
flexible and core hour requirements (as defined in 3 FAM 2331.3) as described below.  These flexibilities apply
to both employees who perform work at their regular worksite and telework-ready employees who are
performing work at their alternate worksite.
Core hours:  Core hours are the daily hours when an employee on a FWS must be present for work. 
Posts/bureaus may authorize individual core hours for an employee that would allow the employee to complete
his/her core hour working requirement any time between 6:00 a.m. – 6:00 p.m.  Supervisors may not authorize
core hours outside of that timeframe.  Additionally, posts/bureaus may establish a band of core hours that is less
than five consecutive hours.
Flexible hours:  Flexible hours are the band of hours at the beginning and end of a workday during which an
employee can vary their arrival/departure.  Supervisors may authorize individual flexible hours for an
employee, including flexible hours that extend earlier than 6:00 a.m. and later than 6:00 p.m.
Non-consecutive working hours:  Supervisors may authorize employees to complete their daily tour of duty via
non-consecutive hours of work.  For example, a teleworking employee at his/her alternate work site with an 8-
hour workday may work three hours in the morning, care for a dependent for the next four hours, then complete
the remaining five hours of work in the afternoon.
NOTE:  Both employees and supervisors are responsible for ensuring that each employee continues to work the
entirety of their basic work requirement.  For example, if an employee is normally scheduled to work 8 hours in
a work day, the employee should still complete those 8 hours of work on that day.  In the event that an employee
is not able to complete his or her basic work requirement, that employee must request leave for the relevant time
period.
Bureaus with bargaining unit employees should consult their bureau HR representative and GTM/PC
prior to implementing any changes to Bureau or office work schedule policy.  Additionally, posts and
bureaus with personnel on shift work schedules maintain discretion to continue their current work
schedules or modify their schedules in accordance with existing 3 FAM policy, applicable collective
bargaining agreements, and the principles set forth in this guidance.  Personnel who do not ordinarily work
a schedule entitling them to night differential pay will not be required to work between the hours of 6pm and
6am, even if they choose to perform work during this timeframe (3 FAM 2336.2).  Standard definitions and
policy will be reinstated by M when appropriate. 
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