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This instruction implements AFPD 36-8, Employee Benefits and Entitlements and Work/Life 

Programs, 10 February 2009, and AFI 36-807, Weekly and Daily Scheduling of Work and 

Holiday Observances, 21 June 1999. This instruction provides guidance and procedures for 
supervisors and civilian employees needed to participate in the alternate work schedule (AWS) 
program. This instruction applies to all AFRS civilian personnel; however, division chiefs, 
branch chiefs, division deputies, and superintendents are excluded from participation in 
compressed work schedules. Section chief participation is at the determination of the respective 
division and branch chiefs. Ensure all records created as a result of processes prescribed in this 
publication are maintained according to AFMAN 33-363, Management of Records, and disposed 
of according to the Air Force Records Disposition Schedule available at 
https://www/my.af.mil/gcss-af61/afrims.afrims. A glossary of references and supporting 
information used in this instruction is at Attachment 1. 

1. Purpose.  The purpose of this instruction is to implement AWS options to include
compressed work schedules (CWS) or flexible work schedules (FWS). 

2. Core Hours.  Core hours are 0730 to 1100 and 1300 to 1630, Monday through Friday. Lunch
period observances are between 1100 and 1300, Monday through Friday. 

3. Responsibilities.  Commanders and division chiefs reserve the right to:

3.1.  Determine participation within their unit based on mission requirements, customer
support, and individual work load. Consideration of positions that are minimally manned
where employees interact with customers outside the organization should be evaluated to
determine any adverse impact on the division or squadron.

http://www.e-publishing.af.mil./
https://www/my.af.mil/gcss-af61/afrims.afrims
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3.2.  Set up or change any work schedule to: (Note: Prior to making work schedule changes, 
contact AFRS Civilian Personnel Management Office, if request is not initiated by 
employee.) 

3.2.1.  Ensure adequate employee coverage to meet the operational demands of mission 
requirements. 

3.2.2.  Provide adequate customer support. 

3.2.3.  Accommodate individual workloads. 

3.2.4.  Address the work schedule of an employee covered by an AWS (CWS or FWS) 
program while on temporary duty to a duty station using another schedule--either 
traditional or AWS. Management may allow the employee to continue using his or her 
permanent duty station schedule (if suitable) or require the employee to conform to the 
operations schedule at the temporary duty station. 

3.3.  Temporarily suspend compressed or flexible work schedules to meet peak or unusual 
mission demands. 

3.4.  Limit participation for new employees requiring close supervision, members scheduled 
for formal training, employees with documented performance or attendance deficiencies, and 
employees with documented misconduct who would require close supervision. 

3.5.  Modify or terminate the AWS program (CWS and/or FWS) for individuals or groups of 
employees at any time, without any further negotiations. 

4.  Tours of Duty and/or Program Parameters for the Alternate Work Schedule Program: 
4.1.  CWSs are fixed schedules. Individuals participating in the compressed duty program 
have no provisions for flexibility in reporting or quitting times. Employees will work their 
assigned schedule each day. Lunch periods will be between 1100 and 1300 for the 
established timeframes as addressed in paragraph 4.1.2. Lunch periods in excess of the stated 
timeframe in the option approved will be charged annual leave. Exception: Attendance at 
official functions (for example professional association luncheons, farewell or retirement 
luncheons) approved by the immediate supervisor in advance of the event. 

4.1.1.  Tour of duty for employees authorized and voluntarily participating in the CWS 
program is listed in Table 1, as approved by the supervisor. 
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Table 1.  CWS Program Tour of Duty. 

I 

T 

E 

M 

A B C D E F 

Hours Mon Tues Wed Thu Fri 

CWS A 

1 Week 1  9 9 9 9 8 
2 Week 2  9 9 9 9 OFF 

CWS B 

3 Week 1 9 9 9 9 OFF 
4 Week 2 9 9 9 9 8 

CWS C 

5 Week 1 OFF 9 9 9 9 
6 Week 2 9 9 9 9 8 

CWS D 

7 Week 1 9 9 9 9 8 
8 Week 2 OFF 9 9 9 9 

4.1.2.  Reporting and departing times for employees participating in the CWS program 
are limited to those listed in Table 2, as approved by the supervisor: 

Table 2.  CWS Reporting and Departing Times. 

I 

T 

E 

M 

A B C 

Work Schedule Lunch Period Duty Day Hours 

CWS I 

1 0630 - 1630 1 hour 9 hours 
2 0700 – 1600 1 hour 8 hours 

CWS II 

3 0700 – 1700 1 hour 9 hours 
4 0700 – 1600 1 hour 8 hours 

CWS III 

5 0730 – 1730 1 hour 9 hours 
6 0730 – 1630 1 hour 8 hours 

4.2.  Employees not participating in the CWS program may voluntarily participate in FWSs. 

4.2.1.  Reporting and departing times during a routine 40-hour, Monday through Friday, 
work week are limited to those listed in Table 3, as approved by the supervisor: 
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Table 3.  FWS Reporting and Departing Times. 

I 

T 

E 

M 

A B 

Work Hours Lunch Period 

FWS I 

1 0630 – 1530 1 hour 
FWS II 

2 0700 - 1600 1 hour 
FWS III 

3 0730 - 1630 1 hour 
FWS IV 

4 0800 - 1700 1 hour 

4.2.2.  Employees must work their assigned schedule each day. Lunch periods will be 
between 1100 and 1300 for the established timeframes as addressed in paragraph 4.2.1. 
Lunch periods in excess of stated timeframe in the option approved will be charged to 
annual leave. Exception: Attendance at official functions (for example, professional 
association luncheons, farewells, or retirement luncheons) approved by the immediate 
supervisor in advance of the event. 

5.  Work Schedule Change Requests by Employees: 
5.1.  Employees must submit work schedule change requests to the immediate supervisor 
who will then coordinate through the commander and/or division chief before submitting to 
the AFRS Civilian Personnel Management Office. (Note: Requests must be sent to the AFRS 
Civilian Personnel Management Office 5 workdays prior to the start of the pay period in 
which the approved change is to become effective.) 

5.2.  Employees must submit change requests for emergency or hardship situations to the 
immediate supervisor who will then submit to the AFRS Civilian Personnel Management 
Office no less than 1 workday before the start of the pay period in which the change is 
requested to become effective. 

6.  Official Functions.  If an employee’s scheduled day off falls on the date of an official 
function (for example, AFRS Commander’s Call, AFRS picnic), the employee is under no 
obligation to attend; participation is voluntary. CWSs will not change to coincide with official 
functions. 

7.  Responsibility: 
7.1.  The commander and/or division chief must approve assigned work schedules and 
submit them to the AFRS Civilian Personnel Program Management Office. Schedules will be 
posted and updated as necessary. 

7.2.  Immediate supervisors are responsible for: 

7.2.1.  Ensuring subordinate employees comply with assigned duty hour requirements. 

7.2.2.  Ensuring reasonable manning to respond to mission requirements and customer 
service needs. 
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7.2.3.  Implementing necessary supervisory controls to ensure compliance with 
workplace rules, safety, and security requirements. 

7.3.  Employees are responsible for individual time cards by inputting required data, 
reviewing, and initialing for leave when appropriate. Supervisors are responsible for 
reviewing the forms for accuracy prior to signing and submitting to the AFRS Civilian 
Personnel Program Management Office. 

8.  Organizational Leave Policy Requirements: 
8.1.  Charges to leave will be commensurate with the assigned duty schedule. If an employee 
takes leave on a 9-hour duty day, 9 hours of the appropriate leave will be charged. If leave is 
taken on an 8-hour duty day, 8 hours of the appropriate leave will be charged. 

8.2.  Civilian personnel are required to use OPM Form 71, Request for Leave or Approved 

Absence, for requesting leave. For other leave requirements, refer to AFI 36-815, Absence 

and Leave. 

9.  Holiday Observances: 
9.1.  Regular Schedule.  When a holiday falls on a regularly scheduled workday, that 
specific day will be observed as the holiday. 

9.2.  Flexible Schedule.  If a holiday falls on Saturday, the preceding Friday will be observed 
as the holiday. If a holiday falls on Sunday, the following Monday will be observed as the 
holiday. 

9.3.  Compressed Schedule. Holidays falling on nonworkdays are observed as follows: 

9.3.1.  If a holiday falls on a Saturday, it is observed on the preceding regularly scheduled 
workday. Usually, that would be Friday; however, if that Friday happens to be a 
nonworkday, it is observed on the next preceding workday, Thursday. 

9.3.2.  If a holiday falls on a Sunday, then it is observed on the next regularly scheduled 
workday. Usually, that would be Monday; however, if that Monday happens to be a 
nonworkday, it is observed on the preceding regular workday, Friday. 

9.3.3.  If a holiday falls on a nonworkday Friday, it is observed on the preceding 
workday, Thursday. 

9.3.4.  If a holiday falls on a nonworkday Monday, it is observed on the preceding 
workday, Friday. 
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10.  Adopted Forms: 

OPM Form 71, Request for Leave or Approved Absence. 

 

 ALFRED J. STEWART, Brigadier General, USAF 
 Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 36-8, Employee Benefits and Entitlements and Work/Life Programs, 10 February 2009 

AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances, 21 June 1999 

AFI 36-815, Absence and Leave, 5 September 2002 

Abbreviations and Acronyms 

AWS—alternate work schedule 

AFRS—Air Force Recruiting Service 

CWS—compressed work schedule 

FWS—flexible work schedule 

OPM—Office of Personnel Management 

Terms 

Alternate work schedule—A work schedule made up of flexible or compressed duty hours. 

Compressed work schedule—A work schedule for full-time employees comprised of an 80-
hour biweekly work requirement scheduled in a period of less than 10 workdays. 

Core hours—Core hours are the hours during which all employees covered by a flexible work 
schedule must be present for duty or on authorized leave. 

Flexible work schedule—Work schedule for full-time employees comprised of a 40-hour work 
requirement from Monday through Friday during which the employee may request varying 
starting and stopping times within established limits set by the organization. 

Observed day—The day on which employees are given time off for a holiday instead of being 
given that time on the actual day the holiday falls on. 

Regular tour of duty—A regular tour of duty consists of 8-hour daily work requirements, 
Monday through Friday, for full-time employees. 

 


