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PURPOSE TC "PURPOSE" \f C \l "1" 
This Personnel Letter –
· Describes Bonneville Power Administration (BPA) policy and procedures for its Part-Time Career Employment Program.

· Provides information about impacts of part-time employment on employee benefits:  retirement, leave, health insurance and life insurance.

Revisions
· Clarifies managers’ responsibility to request personnel action to change an employee’s work schedule.  This includes personnel action to return an employee to the previous permanent work schedule upon expiration or termination of a Limited Duration Part-time Work Schedule Agreement.

· Changes wording throughout the Personnel Letter to improve readability.
· Supersedes Personnel Letter 340-01, dated September 21, 2009.
POLICY SUMMARY TC "POLICY SUMMARY" \f C \l "1" 
BPA permits employees to work part-time, either permanently or for limited duration whenever such a schedule does not interfere with the efficiency and effectiveness of the organization.  Managers may consider part-time work schedules when recruiting new hires.  Flexibilities to change employee work schedules assist employees in addressing their work/life balance needs and managers in retaining a high quality workforce while effectively and efficiently accomplishing work.  Information on alternatives to a part-time work schedule, such as using leave, earning and using credit hours, and limited use of leave without pay are contained in Personnel Letters 610-05, Hours of Duty, and 630-01, Leave Administration.

Part-time employees can work compressed work schedules and flexi-schedules in accordance with PL 610-05, Hours of Duty.  Part-time employees on a compressed work schedule must work no less than 32 hours and no more than 64 hours per biweekly pay period.
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I.
COVERAGE TC "I.  COVERAGE" \f C \l "1" 
A. Permanent General Schedule (GS) employees at GS-15 and below in competitive and excepted service positions are covered under this program, including Student Career Experience Program (SCEP) employees.

B. Hourly employees are excluded from this program except: (a) when they are under a SCEP appointment and a part-time tour-of-duty is consistent with the employee’s training program; or (b) as otherwise mutually agreed to by BPA and the bargaining unit.

II.
DEFINITIONS TC "II.  DEFINITIONS" \f C \l "1" 

Job Sharing

A form of part-time employment in which the tours-of-duty of two (or more) employees are arranged in such a way as to cover a single full-time position.  Generally, a job sharing team represents two employees at the same grade level, but other arrangements are possible.  Job sharers are subject to the same personnel policies as other part-time employees.

Limited-Duration Part-Time Work Schedule Agreement
An agreement between an employee and manager permitting the employee to work a part-time work schedule (or reduced part-time work schedule) for a limited duration.  These agreements include provisions to return to the original schedule at the end of the agreement’s duration. (BPA F 3330.10e, Limited-Duration Part-Time Work Schedule Agreement).

Limited-Duration Work Schedule
A part-time work schedule an employee works for a limited period of time, not to exceed 52 weeks (may be extended to total no more than 104 consecutive weeks), at the end of which the employee is entitled to return to his/her original schedule.
Regularly Scheduled
Work scheduled in advance of an administrative workweek.

Regularly Scheduled Administrative Workweek
For a part-time employee, the officially prescribed days and hours within an administrative workweek during which the employee is regularly scheduled to work.

Tour-of-Duty
Hours of a day (a daily tour-of-duty) and days of an administrative workweek (a weekly tour-of-duty) scheduled in advance during which an employee is required to work on a regular basis. 

Work Schedule 
The time basis on which an employee is paid and may be full-time, part-time or intermittent.

III.
RESPONSIBILITIES TC "III.  RESPONSIBILITIES" \f C \l "1" 
A. Chief Human Capital Officer (CHCO), or his/her delegate:

1. Advises employees and managers regarding BPA’s part-time employment program.

2. Advises full-time employees who desire to convert to part-time work schedules of changes in their benefits and employment rights.

3. Coordinates the setting of annual goals for career part-time employment, and prepares and submits appropriate achievement reports when directed by the Office of Personnel Management (OPM) or Department of Energy (DOE).
4. Provides advice to managers and employees on establishing Limited-Duration Part-Time Work Schedule Agreements.

B. Managers:

1. Determine opportunities in their immediate work unit to hire part-time employees or convert full-time employees to part-time work schedules without detriment to workload accomplishment.

2. Approve, modify or disapprove employees’ requests to change their work schedule permanently or for limited duration.
3. Ensure a Limited-Duration Part-Time Work Schedule Agreement is executed when temporary change to a part-time work schedule, or reduced part-time work schedule is approved.  The manager may cancel a Limited-Duration Part-Time Work Schedule Agreement at any time based on business needs.

4. Initiate temporary changes in employee work schedules in accordance with policy and procedures described in this Personnel Letter when necessary to meet business need.

5. Send requests for personnel action to Human Capital Management (HCM) to change employees’ work schedules.  This includes requests to return employees to their original work schedule when the Limited-Duration Part-Time Work Schedule Agreement expires or is terminated.

6. Pay attention to the timeline for temporary work schedule changes and initiate a request for personnel action so that an employee is returned to his/her prior work schedule at the appropriate time.

7. Ensure employees are not coerced into requesting changes in their work schedules.

C. Employees:
1. Submit requests for a part-time work schedule, including the tour of duty and duration (i.e., limited or permanent) to their immediate manager.
2. Review BPA policy and guidance in order to be fully cognizant of impacts of part-time employment on benefits and other personnel areas.
3. Sign a Limited-Duration Part-Time Work Schedule Agreement when changing to a part-time work schedule of limited duration.
IV. PART-TIME CAREER EMPLOYMENT – GENERAL INFORMATION TC "IV.  PART-TIME CAREER EMPLOYMENT – GENERAL INFORMATION" \f C \l "1" 
A.
BPA managers have flexibility to decide if part-time positions are appropriate within their organizations.  Decisions are based on workload, potential benefits, retention of a valuable employee, FTE limits, organizational needs and any other pertinent considerations.  Job sharing, if feasible, enables a manager to staff a full-time position with two or more part-time employees; however, a job sharing arrangement is not necessary to establish a part-time position.  Information about job sharing is contained in section VIII. of this Personnel Letter.
B. Part-time vacancies will be announced under merit promotion plan procedures, except when they are filled by conversion of full-time BPA employees.  Recruiting externally to fill part-time positions (e.g., through delegated examining) may be done concurrent with announcing the part-time vacancy through merit promotion procedures.  Vacancy announcements must clearly identify the part-time tour-of-duty and other working conditions relevant to the part-time position.

C. A tour of duty under part-time career employment must be at least 16 and not more than 32 hours per week (for employees on a compressed work schedule this would be at least 32 and not more than 64 hours per biweekly pay period).  An exception for employees in the Student Career Employment Program (SCEP) allows tours of duty from 1 to 15 hours per week when approved by their manager.
D. A part-time employee may hold more than one position at a time with the same or different agency in the same or different series and/or grade.  The aggregate hours of work under all Federal appointments held by an employee may not exceed 40 hours in a given calendar week.  Part-time employees holding more than one Federal position may work overtime as the 40-hour restriction applies to the regularly scheduled, non-overtime tour of duty for the employee.
E. The total number of hours scheduled to work in a biweekly pay period for part-time employees will be whole hour increments.  For a single workday, the number of hours will be scheduled in either whole-hour or half-hour increments.
V.
CHANGING AN EMPLOYEE’S WORK SCHEDULE TC "V.  CHANGING AN EMPLOYEE'S WORK SCHEDULE" \f C \l "1"  
Changes described in this section that result in decreasing an employee’s number of work hours addresses voluntary actions the employee has agreed to or requested.  This Personnel Letter does not address involuntary work schedule changes that decrease an employee’s number of work hours (and consequentially result in reduction in pay).  Such actions would be covered under adverse action or reduction-in-force procedures.
A. Permanent Change to Part-Time Work Schedule:  Permanent full-time employees may request permanent conversion to a part-time work schedule.  Approval of an employee’s request is at BPA management’s discretion.  If approved, the employee has no entitlement to return to a full-time work schedule.  Follow these steps:

1. The employee makes a written request to the manager to change to a part-time work schedule and identifies the proposed tour of duty.
2. The manager assesses the employee’s request in connection with the organization’s needs and approves or disapproves the request.  If the part-time schedule changes the duties the employee performs, the manager will need to consult with a Recruiting and Staffing Advisor (RSA) in HCM Talent Acquisition about potential grade impact.
3. If the employee’s request is approved, the manager submits a request to HCM for a personnel action to effect the conversion to a part-time work schedule.  The employee’s written request for conversion must be included.  A Schedule Change Worksheet (BPA F 2220.21e) must also be completed and sent to BPA’s Payroll organization.
4. If the employee’s request is denied, he/she may seek advice from an RSA in HCM Talent Acquisition about potential other part-time positions.

B. Permanent Change to Full-Time Work Schedule:  Permanent part-time employees seeking permanent full-time employment may apply through Vacancy Announcements for full-time positions or request they be permanently converted to a full-time schedule in their current position.  Approval of the employee’s request for conversion is at BPA management’s discretion.  If approved, the employee is not entitled to return to a part-time work schedule.  Follow steps 1 through 4 listed in section V. A. (substitute “full-time” for references to “part-time”).  BPA F 2220.21e identified in step 3 does not need to be completed when changing to full-time employment.
C. Temporary Change to Part-Time (for more than one pay period) or Reduction in Part-Time Employee’s Hours (for more than two pay periods):  Permanent full-time employees may request conversion to a part-time work schedule for a limited period of time based on family or personal needs.  Similarly, permanent part-time employees may request their work schedule be further reduced (subject to minimum-hour requirements noted in section IV. C.) for a limited period of time based on family or personal needs.  A Limited-Duration Part-Time Work Schedule Agreement (BPA F 3330.10e) serves as the employee’s written request for a work schedule change lasting longer than: (a) one pay period for full-time employees changing to part-time, or (b) two pay periods for part-time employees reducing their hours.  Note:  changes to part-time and reduction in part-time hours for periods shorter than what is identified in (a) and (b) do not require BPA F 3330.10e or a personnel action.  Management has discretion to approve or disapprove requests.  Follow these steps:
1. The employee submits BPA F 3330.10e to the manager to propose agreement for a limited-duration part-time work schedule (see Attachment A).

2. The manager assesses the proposed agreement in connection with the organization’s needs and approves or disapproves the request.  If the part-time schedule changes the duties the employee performs, the manager will need to consult with an RSA in HCM Talent Acquisition about potential grade impact.
3. If the parties agree to the limited-duration part-time work schedule, the manager submits a request to HCM for a personnel action to effect the limited-duration conversion to a part-time work schedule or reduced hours of a current part-time work schedule.  The Agreement (BPA F 3330.10e) is submitted to HCM with the request.  The manager also submits a Schedule Change Worksheet (BPA F 2220.21e) to BPA’s Payroll organization.
4. To return the employee to the original work schedule, the manager submits a request for personnel action to HCM one full pay period prior to the date the Limited-Duration Part-time Work Schedule Agreement expires or is terminated.  It is the manager’s responsibility to pay attention to the timeline in the agreement and initiate the request so that the employee is returned to his/her original work schedule at the appropriate time.  The manager also submits Schedule Change Worksheet (BPA F 2220.21e) to BPA’s Payroll organization if the employee’s original work schedule is another part-time work schedule.
5. If the employee’s request is denied, he/she may seek advice from an RSA in HCM Talent Acquisition regarding potential other part-time positions or alternatives, such as leave, leave without pay, and use of credit hours that can help the employee address a personal need to limit duty hours.
D. Temporary Increase in Part-Time Hours Not to Exceed Two Consecutive Pay Periods:  When workload, employee training, or travel requirements demand, a manager may temporarily increase a part-time employee’s hours (must be less than 40 hours per week) for up to two consecutive pay periods by completing and submitting BPA F 2220.21e, Schedule Change Worksheet to BPA’s Payroll organization.  No request for personnel action is required.  Under no circumstances may a permanent part-time employee be required or authorized to work in excess of 32 hours per week for more than two consecutive pay periods (i.e., four consecutive weeks).  Frequently scheduling a part-time employee to work in excess of 32 hours per week is an indication the position needs reexamination to determine if it is properly established as a part-time position.
E. Temporary Change of Part-Time to Full-Time Employment for One Pay Period:  A part-time employee may be changed to a full-time work schedule for no longer than one pay period by completing and submitting a BPA F 2220.21e, Schedule Change Worksheet to BPA’s Payroll organization.  This includes changing a student’s schedule to full-time for one pay period during school vacation.  No request for personnel action is required.
F. Temporary Change of Part-Time to Full-Time Employment for More than One Pay Period:  A temporary change from a part-time to full-time work schedule for more than one pay period is permitted when extenuating circumstances, such as an unexpected increase in workload make it necessary.  Temporary changes described in this paragraph should not be for more than 6 months at a time.  Frequently scheduling a part-time employee to work full-time, particularly if the employee works full-time for a majority of an entire year, indicates the position may be properly established as full-time.  The manager will:
1. Have the employee sign a memorandum of understanding (MOU), to be filed on the left side of the employee’s OPF, indicating: (a) the employee has full knowledge the change to a full-time schedule is temporary; (b) the reason for the change; (c) the not-to-exceed date of the temporary full-time schedule; and (d) the employee will voluntarily return to the original part-time schedule when the extenuating circumstance ends, as determined by the manager.
2. Submit the MOU and request for personnel action to HCM to change the work schedule to full-time.
3. Submit a request to HCM for a personnel action to return the employee to the original part-time schedule once the extenuating circumstance has ended or by the ending date identified in the MOU.
G. Returning an Employee To the Original Work Schedule:  A manager submits a request for personnel action to HCM to return an employee to an original work schedule when:

1. A Limited Duration Part-Time Work Schedule Agreement expires or the manager terminates the agreement; or
2. The extenuating circumstance for changing an employee from part-time to full-time has ended or the MOU has expired.
It is the manager’s responsibility to pay attention to the timeline in the agreement or MOU and initiate the request so that the employee is returned to his/her original work schedule at the appropriate time.  The request must be submitted one full pay period in advance of the date the personnel action is to be effected and must identify total number of hours per week if the schedule to which the employee is being returned is part-time.  If part-time, the manager must also complete a Schedule Change Worksheet (BPA F 2220.21e) and send it to BPA’s Payroll organization.

H. Change in Tour-of-Duty for Part-Time Employee with No Change in Work Schedule or Total Hours:  A manager completes BPA F 2220.21e, Schedule Change Worksheet, and sends it to BPA’s Payroll organization to change days of the week and/or hours of a day a part-time employee will work when there is no change in the work schedule or total hours.  No request for personnel action is required.
VI.
LIMITED-DURATION PART-TIME WORK SCHEDULE AGREEMENTS TC "VI.  LIMITED-DURATION PART-TIME WORK SCHEDULE AGREEMENTS" \f C \l "1" 
A. A Limited-Duration Part-Time Work Schedule Agreement (BPA F 3330.10e) documents manager agreement to an employee’s request to change from a full-time to part-time work schedule or to reduce the number of hours of his/her current part-time schedule for limited-duration as described in section V. C.  The employee is entitled to return to his/her original work schedule after the agreement expires or is terminated.  Although an ending date is shown in the agreement, the actual effective date returning the employee to his/her original schedule will depend on when the manager sends a request for personnel action to HCM.  Requests are to be sent one full pay period in advance of the date action is to be effected.
B. Agreements can be short-term to accommodate specific situations or up to 52 weeks.  (Note:  an agreement is not needed for periods 2 weeks or less).  If employee wants to continue a limited-duration part-time work schedule beyond the ending date of the agreement, he/she must submit a new request.  If approved, a new agreement will be executed.  A manager should not permit an employee to work under a limited duration agreement for more than 104 consecutive weeks.  Instead, the position should be examined to determine an appropriate permanent work schedule.

C. The immediate manager may terminate the agreement at any time.  Whether the employee has the same option is noted in the terms of the agreement.  The manager should consider the impact of permitting the employee to terminate the agreement.
D. If the employee changes positions, the agreement is canceled on the last day in the original position.  If the employee is detailed to a new position, the agreement is suspended until the employee returns to the position of record.  If the employee wishes to continue a limited-duration part-time work schedule in the new position to which assigned/detailed, he/she must initiate an agreement with the manager of new position.

VII.
IMPACT OF PART-TIME EMPLOYMENT ON BENEFITS AND OTHER PERSONNEL AREAS TC "VII.. IMPACT OF PART-TIME EMPLOYMENT ON BENEFITS AND OTHER PERSONNEL AREAS" \f C \l "1" 
Impact of part-time employment on employee benefits and other personnel areas is identified on form BPA F 3330.10e, Limited-Duration Part-Time Work Schedule Agreement, Attachment A to this Personnel Letter.  Specifically, leave accrual is prorated based on the employee’s years of service and number of hours in a pay status, the employee’s health benefits contributions will increase, and retirement benefits will be impacted.  Managers must provide a copy of Attachment A, Limited Part-Time Work Schedule Agreement to employees considering a part-time work schedule.

VIII.
JOB SHARING TC "VIII.  JOB SHARING" \f C \l "1" 
A. Status:  Although sharing the duties of a single position, job sharers are considered as individual part-time employees for purposes of appointment, tour-of-duty, pay, classification, leave, holidays, benefits, position change, service credit, record keeping, reduction-in-force, adverse actions, grievances, and personnel ceilings.

B. Position Management:  Job sharing and concurrent part-time appointments can be an effective position management tool.  For example, if a position includes a mix of duties classifiable at different grade levels, filling the position through job sharing and concurrent part-time appointments allows a manager to consolidate higher-graded duties to one part-time position and the lower-graded duties to the other part-time position(s).  The resulting classification of each position would achieve an economical and effective position structure.

C. Position Classification and Position Description:  When job sharers at the same grade level are jointly responsible for all duties and responsibilities of the full-time position, there is no need to restructure a position.  Each job sharer should have a copy of the original position description to which a statement has been attached to show incumbent is a job sharer jointly responsible for carrying out all duties and responsibilities of the position.  When job sharers are individually responsible for portions of a job, or they are at different grade levels, separate position descriptions are required to reflect actual duties and responsibilities of each employee.  Each job sharer must have a position description properly classified that accurately reflects the position’s duties and responsibilities.
D. Performance Appraisal:  Each member of a job sharing team must have his/her own performance standards.  These may be identical if the job sharers are jointly responsible for the entire position and the manager chooses to establish identical standards, or the manager can establish differing standards for each person.  Each job sharer must be evaluated separately although the evaluation may be based on work to which both have contributed.  When this is the case, a manager must build in a mechanism for determining the relative contributions of each job sharer.
E. Tour-of-Duty:  A variety of different work scheduling arrangements can be used.  For example, split days (one job sharer works mornings and the other afternoons); alternative days (one job sharer works Monday, the other Tuesday, etc.); or split weeks (one job sharer works Monday morning through noon Wednesday and the other works from noon Wednesday through close of business Friday).  Job sharers may also work alternate weeks providing each job sharer works no more than 32 hours a week and has at least 1 hour of work regularly scheduled in each of the 2 weeks of the biweekly pay period.  The work schedules of job sharers may overlap (one job sharer may work from 10 a.m. to 2 p.m. every day and the other from 12 p.m. to 4 p.m.).  This arrangement can provide BPA extra coverage during heavy workload periods.  A certain amount of overlap may be desirable to enable job sharers to attend staff meetings or familiarize each other with work developments.  Although most job sharers evenly split a full-time position, this is not a requirement.  For example, one job sharer may work 24 hours during the work week and the other 16 hours.

F. Merit Promotion Eligibility:  Job sharers may apply as a team for a full-time position (or other job share positions) under the merit promotion program, but the qualifications of each job sharer are evaluated individually.  If potential job sharers are among the best qualified, they are referred as a team to the selecting official.  A job sharer may individually apply for promotion to a part-time or full-time position.  If selected, the job sharer would have to agree to comply with the terms of employment specified in the vacancy announcement.

IX.
EVALUATION TC "IX.  EVALUATION" \f C \l "1" 

This program will be evaluated periodically by Human Capital Management.

X.
REFERENCES 

 TC "X.  REFERENCES" \f C \l "1" 
· 5 U.S.C., Chapter 34, Part-Time Career Employment Opportunities

· 5 U.S.C., Section 5533, Dual Pay from More than One Position; Limitations; Exceptions

· 5 CFR, Part 340, Other Than Full-Time Career Employment

· BPAM Chapter 400/300, Employment

· Personnel Letter 213-1, Student Career Experience Program

· Personnel Letter 335-1, BPA Merit Promotion Plan and Implementation Procedures for Annual Positions

· Personnel Letter 610-5, Hours of Duty

Roy B. Fox, 

Chief Human Capital Officer

Attachment (1)
Attachment A – BPA F 3330.10e, Limited-Duration Part-Time Work Schedule Agreement

	BPA F 3330.10e

 (06-10)(Page 1)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved by Forms Mgmt. 06/14/2010

	LIMITED-DURATION PART-TIME WORK SCHEDULE AGREEMENT


Attachment A – TC "Attachment A–BPA F 3330.10e, Limited-Duration Part-Time Work Schedule Agreement" \f C \l "1"  BPA F 3330.10e, Limited-Duration Part-Time Work Schedule Agreement

	Personnel Letter 340-1


	The following constitutes an agreement for a limited-duration part-time work schedule between Employee and Immediate Supervisor/Manager.

	EMPLOYEE NAME
	IMMEDIATE SUPERVISOR’S NAME / MANAGER FOR BPA

	     
	     

	JOB TITLE/SERIES/GRADE
	IMMEDIATE SUPERVISOR’S / MANAGER’S TITLE

	     
	     

	AGREEMENT PERIOD

	BEGINNING DATE
	ENDING DATE

	     
	     

	CURRENT WORK SCHEDULE (If part-time, indicate in terms of days and hours per week.)

	     

	LIMITED-DURATION PART-TIME WORK SCHEDULE (Indicate work schedule requested in terms of days and hours per week.)

	     

	1. Employee voluntarily requests to reduce existing full-time or part-time schedule.

	2. Part-time work schedules must be at least 16 but not more than 32 hours per week (with certain exceptions; see section IV. C. in Personnel Letter 340-1).

	3. The maximum time duration for which this agreement can be made is 52 weeks. Extension beyond the agreed to ending date requires a new agreement.  

	4. The immediate supervisor/manager may terminate agreement at any time. The employee  FORMCHECKBOX 
 may/  FORMCHECKBOX 
 may not terminate agreement at any time. (Note: A supervisor / manager are cautioned to consider the impact of permitting the employee to terminate agreement at any time. For example, if supervisor has brought additional resources into the work unit to accommodate employee’s need, supervisor may not wish to provide for unilateral termination by an employee.)

	5. If this agreement expires or is terminated, employee is entitled to return to his/her previous work schedule.  The manager’s request for personnel action to return employee to previous work schedule must be received by HCM one full pay period in advance of the date action is to be effected.  It is the manager’s responsibility to pay attention to the timeline in this agreement and initiate the request so that the employee is returned to his/her original work schedule at the appropriate time.  

	6. The requirements and limitations indicated in Personnel Letter 340-1 are applicable to this agreement and are incorporated herein by reference.

	7. Employee has been provided BPA F 3330.10e, including page 2, Employee Considerations Regarding Part-time Employment. Employee understands the provisions listed apply during the time he/she is on a part-time schedule under this agreement.

	8. Any work schedule changes must be made known to the employee one (1) month in advance of the date on which it is to occur.

	I voluntarily request this limited-duration part-time work schedule and agree to terms and conditions above, and conditions noted on Page 2. I have been given a copy of this Agreement and I understand the considerations for converting to a part-time tour-of –duty.

	Employee’s signature
	Date

	
	
	

	I authorize this limited-duration part-time work schedule in accordance with terms and conditions above.

	Supervisor’s / Manager’s 1 signature
	Date

	
	
	


	1 Supervisor/Manager must submit a request to HCM for personnel action to effect the limited-duration conversion to a part-time schedule or reduced part-time schedule. This Agreement must be submitted with the request (see Personnel Letter 340-1, section VI.). The number of part-time hours per week must be listed in the request.  NOTE:  To return the employee to his/her original work schedule upon expiration/termination of this Agreement, the supervisor/manager must submit a request for personnel action to HCM and identify the date the action is to be effected.  The request must be received one full pay period in advance of the effective date.

	

	BPA F 3330.10e

(06-10)

(Page 2)
	LIMITED-DURATION PART-TIME WORK SCHEDULE AGREEMENT
	

	
	EMPLOYEE CONSIDERATIONS REGARDING PART-TIME EMPLOYMENT

	A. Work Schedules and Tours-of-Duty.  Employees changing to part-time must have a work schedule of at least 16 hours (with certain exceptions; see section IV. C. in Personnel Letter 340-1) but not more than 32 hours per week. Employees under a Compressed Work Schedule must have a work schedule of at least 32 hours, but not more than 64 hours in a bi-weekly pay period. Part-time employees can occasionally change their part-time tour-of-duty with the agreement of their supervisor/manager. A change must be made in advance of the workweek in which it is to occur. The hours of a part-time work schedule may be temporarily increased (to less than 40 hours per week) for up to 2 consecutive pay periods. Also, as result of workload requirements, an agency may change work schedule of a part-time employee to full-time on a temporary or permanent basis. See instructions regarding changing an employee’s work schedule in Personnel Letter 340-1, section V. for a full discussion about changing work schedules.


	B. Promotion. Changing to part-time employment has no effect on date employee will meet time-in-grade requirements for advancement to a higher grade, including non-competitive advancement (for example, career ladder promotions).  However, part-time work is prorated in determining whether an employee meets Office of Personnel Management minimum qualification requirements. This could extend the period of time employee must work to be eligible for career ladder promotions and selection for vacancies posted at higher grades. Part-time experience is credited on a prorated basis for qualifications requirements. For example, an employee who works 20 hours per week would earn 6 months of credit for experience per year.


	C. Service Credit. A part-time employee receives a full year of service credit for each calendar year worked (regardless of work schedule) for purposes of computing service for retention, retirement eligibility and length of service, career tenure, completion of probationary period, within-grade increases, leave accrual rate and time-in-grade restrictions on advancement.


	D. Health Insurance. Total cost, the combined government and employee contributions, of eligible part-time employee’s health insurance enrollment is the same as full-time employees. However, a covered part-time career employee pays a higher premium because he/she receives a prorated Government contribution to health insurance premiums. The government contribution is prorated according to number of hours in employee’s official work schedule (i.e., on an SF 50). For example, if employee works half time, he/she pays the standard employee contribution (which is required of all full-time and part-time employees) plus one-half the amount the government contributes toward the premium of a full-time employee. The following three groups of part-time employees are exempt from the statute which requires proration: (1) employees with tours-of-duty of less than 16 hours per week; (2) employees hired on a mixed tour of employment (covered under 5 CFR 340.202 (c)) (3) employees serving on a part-time basis since April 8, 1979, without a break in part-time service.


	E. Life Insurance. Cost of insurance per $1,000 of coverage is the same for eligible part-time employees as for full-time employees. However, the amount of basic coverage is less for part-time employees because their actual pay earned is less.


	F. Annual and Sick Leave. Part-time employees earn leave as follows:

	· Less than 3 years of service – employees earn one hour of annual leave for each 20 hours in pay status.

	· Three to less than 15 years of service – employees earn 1 hour of annual leave for each 13 hours in pay status.

	· Fifteen or more years of service – employees earn 1 hour of annual leave for each 10 hours in pay status.

	· Maximum annual leave carryover at end of the leave year is the same as for full-time employees.

	· Part-time employees accrue sick leave at the rate of 1 hour for each 20 hours in pay status.

	· Part-time employees are eligible for other types of leave; e.g., leave-without-pay, court leave, etc., on the same basis as full-time employees. Eligible part-time employees accrue military leave prorated on the basis of tour-of-duty (on SF 50).

	· Annual, sick leave and other types of leave are used to cover absence during the scheduled tour-of-duty. (See Personnel Letter 630-1 for specific guidance).

	

	G. Holidays. Part-time employees are not entitled to a holiday that falls outside regularly scheduled tours-of-duty. If a holiday falls on a day a part-time employee is regularly scheduled to work and employee does not work, the employee receives basic pay for the holiday for the number of regularly scheduled work hours. If part-time employee performs non-overtime work during his/her regularly scheduled hours on a holiday, he/she is entitled to holiday premium pay for hours worked. If employee works on a holiday during hours that are not part of his/her regularly scheduled tour-of-duty, he/she is not entitled to holiday premium pay for that time.



	
Part-time employees are not entitled to “in lieu of” holidays (days which are treated as holiday in-lieu-of a legal holiday; for example, if Veteran’s Day occurred on a Saturday, the in-lieu-of holiday for full-time employees would be Friday). However, when BPA is closed because of an in-lieu-of holiday, it grants excused absence to part-time employees for the number of hours the employee was regularly scheduled to work as part of his/her tour-of-duty. If an employee works on an in-lieu-of holiday as part of his/her regular work schedule, he/she is paid at the straight time rate for hours he/she worked.


	BPA F 3330.10e



(06-10)

(Page 3)



	H. Retirement.  CSRS:  Public Law 111-84 (National Defense Authorization Act for FY2010), effective October 28, 2009 changed the formula for computing annuities for part-time employees.  The annuity calculation is based on a “deemed high-three” average salary for part-time service using the full-time equivalent rates of pay for the high-three period instead of a high-three average salary based on actual pay received.  Employees retiring on or after October 28, 2009 who have part-time service are affected by this law.
High-3 average salary is computed by using any period of 3 consecutive years of employee’s service that will produce the highest average and includes “deemed” average salary for part-time work using the rates employee would have received if service had been full-time.

Creditable years of part-time service performed after April 6, 1986 is prorated by dividing the number of part-time hours worked by number of hours a full-time employee would have worked (CSRS proration factor).  Example:  The proration factor for an employee working 32 hours per week from 04-07-1986 until retirement will be 80%.

The basic CSRS annuity is computed using high 3 average salary, including “deemed high 3” average salary, if applicable, and years of service (CSRS proration factor used for part-time service performed after April 6, 1986).
FERS:  Compute actual time worked, and number of full-time hours that could have been worked, for all periods of civilian and military service creditable under FERS.   Divide total actual hours worked by total full-time hours to obtain the FERS proration factor.

Computer high-3 average pay for the basic annuity by using any period of 3 consecutive years of employee’s service that will produce the highest average.  Use only the full-time rates of basic pay, the rates employee would have received if service had been full-time.

FERS with CSRS Component:  If FERS annuity includes a CSRS annuity component and employee has part-time service credited in the FERS component and/or the CSRS component, compute the CSRS annuity component and FERS annuity component as described above, respectively.
I. Pay.  Overtime pay is paid to part-time employees in the same manner and under the same provisions applicable to full-time employees.  For additional information on overtime under Title 5 or FLSA, see Personnel Letters 550-1 and 551-1.


	J. Reduction-In-Force. Part-time employees are in a separate competitive level and compete on a separate retention register from full-time employees. Part-time employees do not compete with full-time employees for retention, regardless of tenure or other factors. Part-time employees have bump and retreat rights only to other part-time jobs. Full-time employees have rights only to other full-time jobs.



	K. Changing from a Part-Time to Full-Time Tour-of-Duty. Except as otherwise noted in Personnel Letter 340-1 (dealing with Limited-Duration Part-Time Work Schedule Agreements), part-time employees may be converted to full-time status only at management’s discretion.
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