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COMPARISON OF FLEXIBLE AND COMPRESSED WORK SCHEDULES

Flexible Work Schedules Compressed Work Schedules

a. Basic Work Requirement

The basic work requirement for a full -t ime

emplo yee is 80  hours in a  biweek ly pay perio d. 

Supe rvisors  may a lso esta blish da ily or we ekly

work  require men ts.  Sup erviso rs ma y perm it

employee s to complete  their basic work

requirement in less than 10 workdays.

a. Basic Work Requirement

A full-time employee must work 80 hours in a

biweek ly pay perio d and m ust be sc hedule d to

work on fewer than 10 workdays.  A part-t ime

employee has a fixed schedule of fewer than 80

hours in a biweekly pay period and must be

scheduled to work on fewer than 10 workdays.

b. Tour of D uty

The tour of duty defines the limits within which an

employee  must com plete his/her basic w ork

requirem ent.

b. Tour of D uty

The tour of duty is defined by the fixed

compressed work schedule that the supervisor

established for the employee.

c. Credit Hours

Hours m ay be work ed in excess  of the basic wo rk

requirement at the option of the employee (subject

to supervisory approval)  in order to vary the

length  of the w orkda y or wo rkwe ek.  No t all

flexible  work s ched ule pro gram s prov ide for c redit

hours.

c. Credit Hours

There is no lega l authority for credit hours und er a

compressed work schedule (see 5 U.S.C.

6121(4)).

d. Overtime W ork

Overtime w ork consists of ho urs of work that are

officially ordere d in adva nce an d in exce ss of 8

hours in a day or 40 hours in a week, but does not

include hours that are worked voluntarily,

including credit hours, or hours that an employee

is “suffered or permitted” to work which are not

officially ordered in advance (see 5 CFR

551.401(a)(2)).

d. Overtime W ork

For a full-time  emplo yee, ove rtime wo rk consis ts

of all hours of work in excess of the established

compressed work schedule.  For a part- time

employee, overtime work must be hours in excess

of the compressed work schedule for the day

(more than a t least 8 hours) or for the w eek (more

than at least 40 ho urs).

e. Com pensato ry Time O ff

A supervisor may, at the request of an employee,

approve compensatory time off in l ieu of overtime

pay for non-SES employees (see 5 U.S.C.

6123 (a)(1)).  M anda tory compe nsato ry time  off is

limited to FLSA-exempt employees (who are not

preva iling rate  emp loyees ) who se rate  of bas ic

pay is greater than the rate for GS-10, step 10

(see 5 CFR  550.114(c)).

e. Com pensato ry Time O ff

Compensatory time off may be approved in lieu of

overtime pay only for irregular or occasional

overtime work by an employee other than an SES

mem ber.  M anda tory co mpe nsato ry time  off is

limited to FLSA-exempt employees (who are not

preva iling rate  emp loyees ) who se rate  of bas ic

pay is greater than the rate for GS-10, step 10.
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f. Night Pay Differential

Employe es must rec eive night pay for thos e hours

that are regularly scheduled between 6 p.m. and 6

a.m. to co mplete  an 8-hou r tour of duty. 

Emp loyees  mus t receiv e nigh t pay for  all

designated core hours worked between 6 p.m.

and 6 a.m. and for any regularly scheduled

overtime work between those hours.

f. Night Pay Differential

The regular rules governing entitlement to night

pay at 5 CFR 550.121 and 122 apply.  (See 5

CFR  532.505  for prevailing  rate em ployees .)

g. Pay for Holiday W ork

Holida y prem ium p ay for nonov ertime  work is

limited  to a ma ximu m of 8  hours  in a day  for full-

t ime or part-t ime employees.  A part- time

employee scheduled to work on a day designated

as an  “in lieu of ” holida y for full-tim e em ployee s is

not entitled to holiday prem ium pay for w ork

performed on that day.

g. Pay for Holiday W ork

Holida y prem ium p ay for nonov ertime  work is

limited to the number of hours normally scheduled

for that day.  A  part-time e mploye e sched uled to

work on a day designated as an “in lieu of” holiday

for full-time employees is not entitled to holiday

premium pay for work pe rformed on that day.

h. Pay for Sunday W ork

A full-tim e em ployee  who p erform s regu larly

scheduled nonovertime work during a period of

duty, part of w hich is p erform ed on  Sund ay, is

entitled to Sunday premium pay (25 percent of the

rate of basic pay) for the entire period of work up

to 8 hours (see 5 CFR 550.171).  A part- time

employee is not entitled to Sunday premium pay

for Sunday work (see 5 U.S.C. 5546(a), 46 Comp.

Gen. 337  (1966), and 5 C FR 610.1 11(d)).

h. Pay for Sunday W ork

A full-tim e em ployee  who p erform s regu larly

scheduled nonovertime work during a period of

duty, part of w hich is p erform ed on  a Sun day, is

entitled to Sunday premium pay (25 percent of the

rate of basic pay) for the entire scheduled period

of duty that day.  (See 5 U.S.C. 6128(c) and 5

CFR 610.111(d).)  A part-time employee is not

entitled to premium pay for Sunday work.

i. Holidays

A full-time employee prevented from working on a

holiday (or an “in lieu of” holiday) is entitled to pay

for 8 hours for that day.  A part-time employee

preven ted from  working  on a holid ay is entitled to

pay for the number of hours he or she would have

worke d but for the  holiday, no t to excee d 8 hours . 

Whe n a holida y falls on a n onwo rkday for a  part-

time e mplo yee, there is n o entitle men t for an “in

lieu of” holida y.  (See 5 U .S.C. 61 24.)

i. Holidays

A full-time employee prevented from working on a

holiday (or an “in lieu of” holiday) is entitled to pay

for the numb er of hours of the co mpresse d work

sched ule for the e mploye e on that d ay.  A part-

time employee prevented from working on a

holiday is entitled to pay for the n umber of ho urs

of the com presse d work s chedu ld on that d ay. 

Whe n a holida y falls on a n onwo rkday of a  part-

time employee, there is no entitlement to pay or

an “in lieu of” holiday.  (See 5 CFR 610.406 and

Comptroller General opinion B-217080, June 3,

1985.)

j. Excused Absence

The amount of excused absence a supervisor

may gran t an employe e covered b y a flexible work

schedule is based on the employee’s typical

schedule.

j. Excused Absence

All compressed work schedules are fixed

sched ules.  The  regular pra ctices ap plicable to

administration of excused absence ap ply.
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k. Temp orary Duty

The supervisor may allow an employee on a

flexible work schedule to continue the existing

schedule, modify it, or require him/her to follow the

schedule used at the temporary work site.

k. Temp orary Duty

(Same as Flexible Work Schedules)

l. Travel

Time spent in a travel status is considered to be

hours of work only as provided in 5 CFR

550.11 2(g) or 5 U .S.C. 55 44 (prev ailing rate

employees) for FLSA exempt employees, and as

provided in 5 CFR 550.112(g) or 5 U.S.C. 5544

and 551.422  for nonex empt e mploye es. 

Supervisors must determine whether or not they

are required to plac e employe es on a stand ard

fixed schedule when traveling.

l. Travel

(Same as Flexible Work Schedules)

m. Application of Flexible Work Schedules

in Unorg anized U nits

Authorized officials may unilaterally implement

flexible work schedule programs in unorganized

units.  There is no requirement for a vote of

affected employees.

m. Application of Com pressed W ork

Sched ules in Uno rganized U nits

In an unorganized unit, a majority of affected

employees must vote in favor of a compressed

work schedule program before an authorized

official can e stablish on e (see 5 U .S.C. 61 27(b)). 

n. Determ ining H ardsh ips und er Flexib le

Work Schedules

Because f lexible work schedule programs

genera lly provide e mploye es the flexib ility to

continue to work traditional schedules, it is not

necessary to consider exclusion of an employee

from the flexible work schedule program for

personal hardship.

n. Determining Hardships under

Compressed Work Schedules

An emp loyee for whom  a compre ssed wo rk

schedule program would impose a personal

hardsh ip may re quest ex clusion from  the progra m. 

The affected employee must submit such a

request in writing to his/her supervisor.  The

supervisor must determine whether a personal

hardship exists.  If so, the supervisor, or other

appropriate official, must except the employee

from the compressed work schedule program or

arrange for his/her reassignment to the first

position that meets the criteria in 5 U.S.C.

6127(b)(2)(B).


