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1.  Purpose.  To provide uniform policy and procedures for administration of duty hours 

and a Flexible Work Schedule (FWS) program that is applicable to all U.S. Southern Command (USSOUTHCOM) full-time federal civilian employees. 

2.  References.

a. Public Law 99-196.

b. Title 5, USC, Chapter 61 Subchapter II.

c. OPM Handbook on Alternative Work Schedules, Dec 1996.

3.   Background.  Reference (a) gives federal agencies authority to set Flexible Work Schedules (FWS) on a permanent basis.  FWS is designed to improve efficiency and productivity; enhance personnel recruitment and retention; reduce absenteeism and overtime expenses; and allow employees the opportunity to improve employee satisfaction. 

4.   Policy.  

a.   The non-FWS, normal schedule of duty will be 0730 to 1630 with one hour unpaid lunch.  

This normal schedule may vary with supervisory approval to include start times as early as 0700 and end times as late as 1730, provided the individual employee works eight hours per day.  The minimum allowed for lunch will be one-half hour and the maximum will be one hour.

b.   USSOUTHCOM will use the Flexitour option for FWS as covered in reference (c) and discussed later in this regulation.
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(1)  Authority for the administration of the FWS program is delegated to each 

Director/Special Staff Section Chief/MILGP Commander/SAO Chief.  These individuals may further delegate administration to lower level supervisors, as desired.  This delegation must be done in writing.

(2)   The FWS may be used for full-time civilian personnel assigned to USSOUTHCOM 

except as noted in paragraphs 4(b)(3) below.  Directors/Special Staff Section Chiefs/MILGP Commanders/SAO Chiefs may suspend or terminate FWS if at any time it becomes detrimental to mission accomplishment. 

(3)  The opportunity to participate in the FWS program will be extended to full-time civilian personnel on a voluntary basis.  Every effort will be made to comply with an employee’s selection of a work schedule option; however, supervisors retain the right to set up or change any work schedule to avoid an adverse impact on daily operations.  Changes will normally be made to coincide with the beginning of a pay period.  The employee will be notified of changes in writing as soon as possible.  Incumbents of certain positions, because of the nature of the work, may be required to remain on a basic, non-FWS work-week.  Exclusion from the FWS is not grievable IAW reference (c).


(4)  First level supervisors of record remain responsible for monitoring time and attendance of their employees.  This responsibility includes establishing procedures as necessary to ensure accurate time and attendance reporting.  The completion of time cards will be done IAW current timekeeping policy and regulations, to include the DOD Financial Management Regulation, Volume 8, August 1999.

(5)  Employees at all levels may be required to work on a day or during hours which the employee planned to be off through the use of credit hours (credit hours explained in para. 5e).  If this occurs, agreement will be reached to schedule an alternative day or hours off. 

(6)  Abuse of FWS privileges or falsifying time and attendance records will prohibit 

participation in the FWS program and may result in additional disciplinary action.

5. Definitions.

a. Full-time Employee.  An employee who has a set 80-hour work requirement per biweekly 

pay period.

b. Basic Work-week.  An approved 40-hour work-week consisting of five 8-hour workdays 

with basic hours of 0730 to 1630 with one hour unpaid time for lunch.  This can be varied as discussed in paragraph 4a.

c.   Flexitour.  Employee works eight hours per day, five days per week.  The USSOUTHCOM Flexitour will consist of the following:

(1) Employee must preselect start/stop times and length of lunch period (minimum 30 

minutes, maximum two hours).  Start times can vary within a range of 0600 to 0900 and ending times from 1430 to 1800.  Start times and end times may be modified with prior approval of  the

4 August 2000








SC Regulation 690-5

supervisor, but will normally be the same every day.  The Work Schedule Request Form (SC Form 202) will be completed at the beginning of each pay period. 

(2) Employees must be on duty, on leave, or on credit hours during core hours  (0900-

1430).

(3)  Employees will be charged appropriate leave or credit hours for any absence during 

the workday.

d.  Core Hours.  The designated portion of each day when all employees must be 

either on duty or on leave.  USSOUTHCOM core hours are 0900-1430.  This does not apply to shift workers.  Directors/Special Staff Section Chiefs/MILGP Commanders/SAO Chiefs are authorized to modify core hours to ensure personnel are available during peak work-load periods.

e.   Credit Hours.  May only be worked by employees under the FWS program and 

are documented on the time card (code CD).  Credit hours are worked at the election of the employee and are distinguished from overtime hours in that they are not officially ordered and approved in advance.  However, employees will inform their supervisor of intent to work credit hours in advance via the Work Schedule Request Form.  An employee may earn no more than 8 credit hours per week, and title 5, United States Code limits the number of credit hours an employee may carry from pay period to a succeeding pay period to 24.  These hours may be used to take time off any time after they are earned and documented on the Leave and Earnings Statement.  A detailed explanation of credit hours can be found in reference (c), pages 11 and 12.

f. Lunch Period.  Must be a minimum 30 minute unpaid lunch period up to one hour 

under a regular work schedule and extended up to two hours under FWS (employee must always work a minimum of eight hours).  The lunch period will not be taken at the beginning or end of the workday for the  purpose of allowing an employee to arrive late or leave early without charging leave.  In organizations with shift workers alternating on three 8-hour shifts, a 20-minute working lunch can be included in the 8-hour shift and the 30-minute unpaid minimum rule does not apply.

g. Work Schedule Request Form (SC Form 202).  The Work Schedule Request Form will 

be used to record the preference of all USSOUTHCOM personnel to participate/not participate in the FWS program and will record the work schedule for the pay period under FWS.  The supervisor or other directorate approving official must approve the request.

6. Responsibilities.

a. Directors/Special Staff Section Chiefs/MILGP Commanders/SAO Chiefs.

(1) Ensure work schedules reflect adequate coverage for mission accomplishment.

(2) Ensure that the FWS program is managed equitably, encouraging principles of 

fairness, cooperation, and compromise.

(3) Recommend cancellation of FWS in any part of the organization where a negative 

impact on mission accomplishment is attributed to FWS.
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b. Supervisors. 

(1) Coordinate, monitor and evaluate the FWS program for their department/office.

(2) Establish efficient and equitable work schedules within their area of responsibility.

(3) Ensure that they and their subordinates are aware of and comply with provisions 

of this instruction.

(4) Ensure that they and their subordinates attend training on Hours of Duty and 

FWS.

(5) Ensure that attendance and leave are approved, recorded, and reported following the 

provisions of this directive and applicable USSOUTHCOM policy.

c. Timekeepers.

(1) Ensure that daily reporting and recording of employee time and attendance are 

completed in accordance with applicable timekeeping regulations.

(2) Provide personnel with Work Schedule Request Forms and copies of this regulation.

d. Employees

(1) Comply with the provision of this regulation.

(2) Accurately report attendance and leave.

(3) Cooperate with supervisors to make sure the FWS is an effective and beneficial 

program to the command and the employee.

7. Procedures.  Supervisors will approve/disapprove each work schedule request and notify 

subordinate employees.  When requested participation in the FWS program is denied, the employee will be notified in writing.  The employee may request review of this supervisory denial to the Director/Special Staff Chief/SAO Commander/Chief.  The request should be in

memorandum format and state the FWS desired and reasons approval should be granted.  The final decision will be in writing to the employee, via the supervisor.  This final decision is not grievable or appealable per reference (c).

8. Administrative Procedures for Travel and Training.  Supervisors will determine on a case-by-

case basis whether an employee will remain on FWS or convert to the basic work-week while on TDY or training status.  The following guidelines apply:

a. Employees in a training status will be placed on the basic work-week and will 

continue to work that schedule for the entire pay period(s) in which the training occurs, unless the employee returns to the job site after each day’s session to continue working the FWS. 

b. Employees in a TDY status who cannot work their established FWS schedule, will 
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be placed on the basic work-week and continue to work that schedule for the entire pay period(s) in which the TDY occurs.  

9. All questions regarding this program should be referred to SCJ1-C, x1106/3558.

The proponent agency for this regulation is the U.S. Southern Command.

Users are invited to send comments and suggested improvements directly

to HQ USSOUTHCOM, SCJ1-C, 3511 NW 91st Avenue, Miami FL

33172-1217.
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