BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER NO. 610-5 (Revised)
DATE:  January 17, 2003
SUBJECT:  Hours of Duty

I.
PURPOSE:


The purpose of this letter is to provide information and guidance regarding hours of duty.  Additional guidance concerning employees covered by a collective bargaining agreement may be found in the respective agreement. 

II.
PURPOSE OF REVISION:


To revoke BPA policy requiring that compensatory time off be used prior to using credit hours.  This Personnel Letter supercedes Personnel Letter 610-5 (Revised), dated March 29, 2002.

III.
REFERENCES:


A.
5 U.S.C., Chapter 61, Hours of Work


B.
5 CFR, Part 610, Hours of Work

IV.
DEFINITIONS:


A.
Administrative Workweek:  An administratively established period of 7 consecutive calendar days designated in advance, normally from 0000 hours Sunday to 0000 hours the following Sunday.  A variance from this standard workweek may be authorized in writing by a Tier I manager or equivalent, or by any Vice President.


B.
Basic Work Requirement:  The number of hours excluding overtime hours that must be regularly accounted for on the time and labor report.  Completion of the basic work requirement includes hours reported as work, leave, or credit hours used.


C.
Basic Workweek:  For full-time employees not on a compressed work schedule, the regularly scheduled 40-hour workweek.  For full-time employees on a compressed work schedule, the regularly scheduled 80-hour bi-weekly work schedule specified in the published compressed work schedule.  For all part-time employees, the hours specified on their current SF-50, Notification of Personnel Action.  


D.
Credit Hours for Annual Employees:  Hours the employee elects to work with prior managerial approval, during established flexible time bands, which are in excess of the employee’s basic work requirement and are worked so as to vary the length of a workweek or workday.  Credit hours are regular work hours and not overtime hours.


E.
Regularly Scheduled Administrative Workweek:  The period within an administrative workweek when full-time employees are regularly scheduled to work.  For part-time employees, the prescribed days and hours within an administrative workweek during which such employees are regularly scheduled to work.


F.
Regularly Scheduled:  Work that is scheduled in advance of an administrative workweek.


G.
Tour of Duty:  The hours of a day (a daily tour of duty) and the days of an administrative workweek (a weekly tour of duty) that are scheduled in advance.

V.
TOURS OF DUTY FOR ANNUAL EMPLOYEES: 


A.
Full-Time Employees:



1.
The regularly scheduled administrative workweek, exclusive of any regularly scheduled overtime, is 8 hours each day, Monday through Friday.  The working hours are the same for each day of the workweek.  For employees who are not on Flexi-schedule or a compressed work schedule, unless otherwise specified, the regular hours are normally 




7:30 a.m. to 4:15 p.m. with a 45-minute lunch.  Managers may approve exceptions to this daily tour of duty in writing.  Changes to the regularly scheduled administrative workweek noted above may be authorized by managers to meet work requirements as long as they consist of 5 consecutive days scheduled within the 7 days of the administrative workweek, 8 hours of daily work, and the same working hours in each day of the workweek.  Workweeks that do not meet these requirements must be approved in writing by a Tier I manager or equivalent, or by any 




Vice-President. BPA Form 2220.21e, Schedule Change Worksheet, should be used to document tour of duty changes.  If the change needs to be documented in the HRmis Time and Labor Reporting system, forward a copy to the Payroll Office.



2.
To change an established tour of duty, the manager should advise the affected employee(s) of the days and hours of the new tour at least one week in advance.



3.
Meal Periods.  Normally, work shifts are scheduled to allow a mid-shift meal period.  However, where uninterrupted services are in the best interest of BPA, managers may schedule a tour of duty without a mid-shift meal period.  This must be documented in writing.


B.
Part-Time Employees:  The appointment papers of part-time employees specify the days and hours of duty.  This established tour of duty is used as the basis for leave approval, excused absence, employee-paid health insurance premiums, and holiday pay.  A daily tour of duty in excess of 6 hours must include provisions for a meal break, unless uninterrupted services are in the best interest of BPA.  BPA Form 2220.21e, Schedule Change Worksheet, must be used to document the tour of duty and a copy forwarded to the Payroll Office.


C.
Intermittent Employees:  These employees do not have prescribed tours of duty.  They are employed as the workload requires, and are paid only for actual hours worked, without leave and certain other benefits.  The appointment papers specify the intermittent status of employment, and a formal personnel action is required to change this status to full-time or part-time employment.


D.
Compressed Work Schedules:  If work requirements make a compressed work schedule (e.g., a fixed schedule of four 10-hour days, or 9 hours a day for 8 days and 8 hours on the ninth day with the tenth day off) more suitable for a specific activity, such a schedule may be established.  It requires the approval by a Tier 1 or equivalent manager, or by any Vice-President, and also requires negotiations with the appropriate bargaining units.  Decisions on compressed work schedules shall be coordinated with the Labor Relations staff.  Compressed work schedules are typically established by means of documenting their coverage and provisions in separate Personnel Letters.

VI.
FLEXI-SCHEDULE FOR ANNUAL EMPLOYEES:


A.
Annual employees, including those who are non-exempt from the Fair Labor Standards Act, are authorized to work under Flexi-schedule unless specific management action is taken to either deny Flexi-schedule to any employee or group of employees (see section VI.E. below) or to establish another form of alternate work schedule that will meet work requirements (see section V.D. above).  Flexi-schedule is a system of work scheduling which splits the workday into two kinds of time:  (1) core time when all employees are present, and (2) flexible time when employees may work different hours, provided they complete their basic work requirement.  


B.
With prior managerial approval, an employee may elect to earn credit hours that are used at a later time to shorten a workday or workweek.  Such approval may be ongoing or may be day-to-day, at the discretion of the manager.  It is important to note that the earning and use of credit hours does not obligate the employee to work a fixed schedule.  Furthermore, the earning and use of credit hours can also be adjusted by the manager to meet work requirements.  When approved, an employee may take occasional time off by using previously earned credit hours, or, depending upon the nature of the work and with managerial approval, an employee’s periods of work and credit hour usage can have a recurring pattern.  To illustrate, an employee might work:



1.
Four 10-hour days with the fifth workday off.  The day off could be any day of the week as long as enough credit hours have been earned previously to cover the day.



2.
Nine hours a day for eight days, and eight hours on the ninth day.  The tenth day would be off.  Again, the day off could be any day of the week.



3.
Nine hours a day for four days and four hours on the fifth day, with the afternoon of the fifth day off.


C.
Flexible Arrival and Departure Ground Rules:


1.
Flexible arrival and departure time bands for full-time personnel located in Portland are as follows:




6:00 a.m. to 8:45 a.m.
Flexible arrival




8:45 a.m. to 3:15 p.m.
Core time with a regular 45-minute lunch




3:15 p.m. to 6:00 p.m.
Flexible departure



2.
Flexible arrival and departure time bands for full-time personnel located at the Ross complex and the VanMall campus are as follows:




6:00 a.m. to 8:45 a.m. 
Flexible arrival




8:45 a.m. to 3:00 p.m. 
Core time with a regular 30-minute lunch




3:00 p.m. to 6:00 p.m.
Flexible departure



3.
Unless an employee’s basic workweek dictates otherwise, or the employee is on approved leave or credit hour use, an employee’s tour of duty may not:  (a) begin earlier than 6:00 a.m. or begin later than 8:45 a.m.; or (b) end earlier than 3:00 p.m. (Vancouver employees) or 3:15 p.m. (Portland employees) or end later than 6:00 p.m.



4.
Flexible arrival and departure time bands for employees outside of Portland and Vancouver are established by the senior manager with administrative responsibility at the duty station, must be in writing, and must fall within the limits established in section VI.C.2, above.  In the absence of any documentation, the provisions of section VI.C.1, above, apply.




5.
For workdays of less than 8 hours in a part-time tour of duty, the manager may, if the work situation and the employee’s official tour of duty permit, allow the employee to vary arrival and departure times by up to 1 hour from the official tour of duty for the day.  This flexibility must be exercised within the time limits for flexible arrivals and departures on 




8-hour workdays.  (For example, a part-time employee whose official tour of duty for the day is 6:30 a.m. to 11:30 a.m., would not be permitted to flex arrival a full hour earlier because 6:00 a.m. is the earliest allowed arrival time.)



6.
Lunch breaks must be taken between 11:00 a.m. and 1:30 p.m.  With prior approval of the manager, an employee may take a lunch period of up to 




2-1/2 hours.  In Portland, with prior approval of the manager (either ongoing or day-to-day, at the discretion of the manager), an employee may take a minimum lunch period of 30 minutes.  Before approving an extended or shortened lunch period, the manager must ensure that the employee’s arrival time will permit fulfilling the core time requirement and that the full workday will be completed during the flexible time band.



7.
Meetings should be held within core time whenever possible.  If work requires meetings to be held outside core time, employees may be required to alter their work schedules.


D.
Credit Hour Ground Rules:


1.
Managerial approval is required before an employee is permitted to work credit hours.  This approval may be granted on a day-to-day or on a continuing basis.  Authorization to work credit hours on a continuing basis is encouraged when the nature of the work permits.



2.
The earning of credit hours must always be based on management’s determination that such time worked will be at least as beneficial to the organization as time worked during regular hours.  

3. Credit hours may not be earned for travel (i.e., the act of traveling itself) because travel is always ordered and the employee cannot “elect” to travel.  Managers should consider placing an employee on a standard work schedule during an extended period of travel.

4. Under certain conditions, a manager may permit an employee to earn credit hours for performing productive and essential work while in a travel status.  For example, while traveling, an employee may use a laptop computer to write speeches and draft or edit reports and other correspondence.  Since travel itself does not generally constitute hours of work, the work that is done must be approved and verified by the manager.  All of the following conditions must be met and verified by the manager in order to approve the earning of credit hours while in a travel status:

1. The employee must be under Flexi-schedule;

2. The employee must perform work within designated hours when credit hours may be earned under BPA’s flexible work schedule policy;

3. The employee must elect to perform the work voluntarily;

4. The hours of work must be in excess of the employee’s basic work requirement; and

5. The travel must be scheduled during the regularly scheduled working hours for the employee to the maximum extent practicable.

If work is required by the manager (as opposed to the employee electing to work with managerial approval) during travel time that is in excess of the employee’s basic work requirement, please refer to Personnel Letter No. 550-1, Overtime, Compensatory Time, Premium Pay, and Adjustments of Work Schedules for Religious Observances, to determine whether such work is compensable as overtime or compensatory time off earned.



5.
A full-time employee can earn up to 2 credit hours a day as long as the hours are earned within the flexible arrival and departure time bands.  Unused credit hours are carried over from one pay period to the next pay period without time limit, provided that the employee remains covered by Flexi-schedule.  However, there is a maximum limit of 24 credit hours that can be accumulated and carried over from one pay period to the next.



6.
Credit hours are earned and used in multiples of ½ hour.



7.
Credit hours cannot be earned on a non-workday or holiday or during a period of group dismissal (e.g., a dismissal due to hazardous weather conditions).



8.
The use of earned credit hours is requested and approved using appropriate time-off approval procedures, and is limited to the number of hours, up to 24, that have been previously earned and logged.  



9.
Managers should not authorize the use of credit hours if their use and workload requirements are likely to result in a need to order the employee to work overtime during the current workweek.



10.
Credit hours will normally be used before using annual leave, unless doing so would cause the forfeiture of annual leave.



11.
Employees are expected to use all accrued credit hours before leaving BPA employment or moving to a position not having a credit hour privilege.  Managers should, to the extent practicable, provide employees time to use all accumulated credit hours.



12.
It is the responsibility of each employee to ensure that his/her credit hour balance does not exceed 24 hours at the end of the bi-weekly pay period.  Any credit time in excess of 24 hours will be forfeited.



13.
Earning credit hours is not overtime work.  When credit hours are used, they are applied to fulfilling the employee’s basic work requirement.



14.
Part-time employees may also earn a maximum of 2 credit hours a day on regularly scheduled workdays.  Part-time employees are limited to earning, and carrying over from one pay period to the next pay period, a maximum of ¼ of the hours in their biweekly work schedule.  For example, an employee scheduled to work 20 hours per week can earn, and carry over from one pay period to the next pay period, up to 10 credit hours a pay period.


E.
Authorities and Responsibilities:



1.
Managers should, to the extent the nature of the work permits, grant employees maximum flexibility in arrival and departure times and in earning and using credit hours.  Managers should also assure that adequate staff is available between 7:30 a.m. and 4:15 p.m. to handle substantive matters which may arise.  If possible, this coverage should be worked out cooperatively and informally among the work group.



2.
Managers who are direct reports to a Tier 1 or equivalent manager, as well as to any Vice-President, may permanently deny the credit hour feature of Flexi-schedule.  They may also deny or restrict flexible arrival and departure times for any employee or group of employees when, in their judgment, work demands will not be met under that schedule.  Such decisions must be made in writing, with copies provided to affected employees.



3.
Based upon a need for office coverage or other essential work demands, managers may temporarily deny or restrict Flexi-schedule to an employee or group of employees.  If the temporary periods are frequent or lengthy, such action must be approved at the organizational level specified in section VI.E.2. above.  The justification should state exactly how and why operations would be hampered if the employee(s) were allowed to remain on Flexi-schedule.  Prior approval at the same organizational level is also required if the manager decides to withdraw or modify the Flexi-schedule privilege from an employee who is abusing it.


F.
Temporary Duty Assignments:


Employees on temporary duty assignments within BPA, or in travel status, may continue to use Flexi-schedule unless a different schedule is set by the official in charge.  Employees on assignment outside BPA will conform to the hours of duty at the place of assignment.


G.
Training:



Employees in training will conform to hours established by the instructor.

Credit hours cannot be earned if the extra hours constitute training or homework that is required because such time does not constitute hours that an employee elects to work with managerial approval (see definition of credit hours).

Managers may place employees on a standard work schedule (8 hours a day, 5 days a week, Monday through Friday) during a period of training or on a work schedule that corresponds to the hours of training.  Employees must be notified of changes in their basic work schedule in advance of BPA’s administrative workweek.


H.
Time Reporting and Cash-Out Procedures:



1.
Time and Labor Report Entries.  The earning and use of credit hours must be entered into the Time and Labor system.  The manager approves the Time and Labor Report to affirm that the earning and use of credit hours has been approved. 



2.
An employee who ceases to be covered by Flexi-schedule and is unable to use accrued credit hours as specified in section VI.D.11. above, shall be paid for accumulated credit hours at the employee’s then current rate of basic pay.

VII.
TOURS OF DUTY FOR HOURLY EMPLOYEES:


A.
Full-Time Employees:  Refer to the BPA-CPTC Collective Agreement for information.


B.
Part-Time Employees:  The appointment papers of part-time employees specify the days and hours of duty.  Part-time tours of duty require consultation with the bargaining unit, which is handled by the Labor Relations staff.
C. Intermittent Employees:  These employees do not have prescribed tours of duty.  They are employed as the workload requires, and are paid only for actual hours worked, without leave and certain other benefits.  The appointment papers specify the intermittent status of employment, and a formal personnel action is required to change this status to full-time employment.

VIII.
TIME RECORDING AND REPORTING:


The basic timekeeping system to be used for all BPA employees is the Time and Labor system.  In all timekeeping matters, it is essential that managers be able to certify that the employee is entitled to recorded hours of attendance or leave.  As needed, additional time recording methods may be used when approved by a Tier 1 or equivalent manager, or by any Vice-President.

IX.
REST PERIOD:


Rest periods, or breaks, improve efficiency on the job and contribute to employee morale.  However, such privileges do not accrue to permit late arrival at work, extended lunch periods, or early departure from work.  Lengthy breaks cannot be rationalized on the basis that official business is being conducted “over a cup of coffee.”  Abuse of this privilege can lead to its restriction or elimination.  Managers are responsible for controlling set periods and breaks as follows:


A.
Employees who can be spared without detriment to work may take 15-minute morning and afternoon breaks.


B.
Fifteen minutes is the maximum time permitted for breaks.


C.
Employees should be allowed maximum freedom in deciding when to take rest/break periods, but offices and work areas must be adequately covered during working hours.

X.
HOLIDAYS:


A.
The following are legal public holidays:



New Year’s Day
January 1



Martin Luther King Day
3rd Monday in January



Washington’s Birthday
3rd Monday in February



Memorial Day
Last Monday in May



Independence Day
July 4



Labor Day
1st Monday in September



Columbus Day
2nd Monday in October



Veteran’s Day
November 11



Thanksgiving Day
4th Thursday in November



Christmas Day
December 25


B.
In addition, any other day may be designated as a holiday by Executive Order or Federal statute.


C.
An employee is entitled to holiday pay only if the employee was in a pay status either the day before or the day after the holiday.

XI.
DETERMINATION OF HOLIDAY IN RELATION TO BASIC 


WORKWEEK:


(Note:  For employees on compressed work schedules, please refer to the provisions of the published compressed work schedule.)


A.
For full-time employees whose basic workweek is Monday through Friday:



1.
When the holiday falls on a Sunday, the employee is off on Monday.



2.
When the holiday falls on a Saturday, the employee is off on Friday.



3.
When the holiday falls on a workday in the employee’s basic workweek, that day is the holiday.



B.
For full-time employees whose basic workweek is other than Monday through Friday:



1.
When the holiday falls on a workday in the employee’s basic workweek, that day is the holiday.  (This includes Saturday and Sunday legal holidays.)



2.
When the holiday falls on the employee’s day off, the next regular workday is considered the holiday if:




- The holiday falls on Sunday.




- The holiday falls on the day designated as the employee’s day off in lieu




  of Sunday.



3.
When the holiday falls on the employee’s day off, the preceding regular workday is considered the holiday if the holiday is not a Sunday or a day that has been designated as an in lieu of Sunday.



(NOTE:  The employee’s manager may designate any non-workday in the administrative workweek as the employee’s day off in lieu of Sunday, except when Sunday is the employee’s day off; in that case, no other day off in lieu of Sunday can be named.  Provisions for hourly employees can differ.  Questions on hourly employees should be referred to the Labor Relations staff.


C.
Part-time employees are entitled to holiday leave only for those holidays that fall within their prescribed tours of duty and during the actual hours they are scheduled to work.

XII.
LABOR-MANAGEMENT COORDINATION:

Changes in administrative workweeks, tours of duty that vary from those established in this issuance, changes in lunch periods, and establishment of any compressed work schedule will nearly always require consultation with one of BPA’s bargaining units.  Coordination of such changes is handled by the Labor Relations staff and must occur prior to such changes being effected.

Godfrey C. Beckett 

Manager, Human Resources, Diversity and EEO 

Personnel Letter 610-5 (Revised) January 2003

 Supercedes March 29, 2002
Human Resources, Diversity & EEO

- 1 -


