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610.305 Standards. 
610.306 Supplemental regulations. 

Subpart D—Flexible and Compressed Work 
Schedules 

610.401 General. 
610.402 Coverage. 
610.403 Definitions. 
610.404 Requirement for time-accounting 

method. 
610.405 Holiday for part-time employees on 

flexible work schedules. 
610.406 Holiday for employees on com-

pressed work schedules. 
610.407 Premium pay for holiday work for 

employees on compressed work sched-
ules. 

610.408 Use of credit hours. 

SOURCE: 33 FR 12474, Sept. 4, 1968, unless 
otherwise noted. 

Subpart A—Weekly and Daily 
Scheduling of Work 

AUTHORITY: 5 U.S.C. 6101; sec. 1(1) of E.O. 
11228, 3 CFR, 1964–1965 Comp., p. 317. 

§ 610.101 Coverage. 
This subpart applies to each em-

ployee to whom subpart A of part 550 
applies and to each employee whose 
pay is fixed and adjusted from time to 
time under section 5343 or 5349 of title 
5, United States Code, or by a wage 
board or similar administrative au-
thority serving the same purpose. 

[42 FR 3297, Jan. 18, 1977] 

§ 610.102 Definitions. 
In this subpart: 
Administrative workweek means any 

period of 7 consecutive 24-hour periods 
designated in advance by the head of 
the agency under section 6101 of title 5, 
United States Code. 

Agency means an Executive agency 
and a military department as defined 
by sections 105 and 102 of title 5, United 
States Code. 

Basic workweek, for full-time employ-
ees, means the 40-hour workweek es-
tablished in accordance with § 610.111. 

Employee means an employee of an 
agency to whom this subpart applies. 

Head of agency means the head of an 
agency or an official who has been del-
egated the authority to act for the 
head of the agency in the matter con-
cerned. 

Regularly scheduled administrative 
workweek, for a full-time employee, 
means the period within an administra-
tive workweek, established in accord-
ance with § 610.111, within which the 
employee is regularly scheduled to 
work. For a part-time employee, it 
means the officially prescribed days 
and hours within an administrative 
workweek during which the employee 
is regularly scheduled to work. 

Regularly scheduled work means work 
that is scheduled in advance of an ad-
ministrative workweek under an agen-
cy’s procedures for establishing work-
weeks in accordance with § 610.111. 

Tour of duty means the hours of a day 
(a daily tour of duty) and the days of 
an administrative workweek (a weekly 
tour of duty) that constitute an em-
ployee’s regularly scheduled adminis-
trative workweek. 

(5 U.S.C. 5548 and 6101(c)) 

[33 FR 12474, Sept. 4, 1968, as amended at 48 
FR 3934, Jan. 28, 1983; 60 FR 67287, Dec. 29, 
1995; 64 FR 69182, Dec. 10, 1999] 

WORKWEEK 

§ 610.111 Establishment of workweeks. 

(a) The head of each agency, with re-
spect to each full-time employee to 
whom this subpart applies, shall estab-
lish by a written agency policy state-
ment: 

(1) A basic workweek of 40 hours 
which does not extend over more than 
6 of any 7 consecutive days. Except as 
provided in paragraphs (b), (c), and (d) 
of this section, the written agency pol-
icy statement shall specify the days 
and hours within the administrative 
workweek that constitute the basic 
workweek. 

(2) A regularly scheduled administra-
tive workweek that consists of the 40- 
hour basic workweek established in ac-
cordance with paragraph (a)(1) of this 
section, plus the period of regular over-
time work, if any, required of each em-
ployee. Except as provided in para-
graphs (b), (c), and (d) of this section, 
the written agency policy statement, 
for purposes of leave and overtime pay 
administration, shall specify by days 
and hours of each day the periods in-
cluded in the regularly scheduled ad-
ministrative workweek that do not 
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constitute a part of the basic work-
week. 

(b) When it is impracticable to pre-
scribe a regular schedule of definite 
hours of duty for each workday of a 
regularly scheduled administrative 
workweek, the head of an agency may 
establish the first 40 hours of duty per-
formed within a period of not more 
than 6 days of the administrative 
workweek as the basic workweek. A 
first 40-hour tour of duty is the basic 
workweek without the requirement for 
specific days and hours within the ad-
ministrative workweek. All work per-
formed by an employee within the first 
40 hours is considered regularly sched-
uled work for premium pay and hours 
of duty purposes. Any additional hours 
of officially ordered or approved work 
within the administrative workweek 
are overtime work. 

(c) (1) When an employee is paid addi-
tional pay under section 5545(c)(1) of 
title 5, United States Code, his regu-
larly scheduled administrative work-
week is the total number of regularly 
scheduled hours of duty a week. 

(2) When an employee has a tour of 
duty which includes a period during 
which he remains at or within the con-
fines of his station in a standby status 
rather than performing actual work his 
regularly scheduled administrative 
workweek is the total number of regu-
larly scheduled hours of duty a week, 
including time in a standby status ex-
cept that allowed for sleep and meals 
by a written agency policy statement. 

(d) When the head of an agency estab-
lishes a flexible or compressed work 
schedule under section 6122 or section 
6127 of title 5, United States Code, he 
or she shall establish a basic work re-
quirement for each employee as defined 
in section 6121 of title 5, United States 
Code. A flexible or compressed work 
schedule is a scheduled tour of duty 
and all work performed by an employee 
within the basic work requirement is 
considered regularly scheduled work 
for premium pay and hours of duty pur-
poses. 

(5 U.S.C. 5548 and 6101(c)) 

[33 FR 12474, Sept. 4, 1968, as amended at 48 
FR 3934, Jan. 28, 1983; 48 FR 44060, Sept. 27, 
1983; 64 FR 69182, Dec. 10, 1999] 

WORK SCHEDULES 

§ 610.121 Establishment of work sched-
ules. 

(a) Except when the head of an agen-
cy determines that the agency would 
be seriously handicapped in carrying 
out its functions or that costs would be 
substantially increased, he or she shall 
provide that— 

(1) Assignments to tours of duty are 
scheduled in advance of the adminis-
trative workweek over periods of not 
less than 1 week; 

(2) The basic 40-hour workweek is 
scheduled on 5 days, Monday through 
Friday when possible, and the 2 days 
outside the basic workweek are con-
secutive; 

(3) The working hours in each day in 
the basic workweek are the same; 

(4) The basic nonovertime workday 
may not exceed 8 hours; 

(5) The occurrence of holidays may 
not affect the designation of the basic 
workweek; and 

(6) Breaks in working hours of more 
than 1 hour may not be scheduled in a 
basic workday. 

(b)(1) The head of an agency shall 
schedule the work of his or her employ-
ees to accomplish the mission of the 
agency. The head of an agency shall 
schedule an employee’s regularly 
scheduled administrative workweek so 
that it corresponds with the employ-
ee’s actual work requirements. 

(2) When the head of an agency 
knows in advance of an administrative 
workweek that the specific days and/or 
hours of a day actually required of an 
employee in that administrative work-
week will differ from those required in 
the current administrative workweek, 
he or she shall reschedule the employ-
ee’s regularly scheduled administrative 
workweek to correspond with those 
specific days and hours. The head of 
the agency shall inform the employee 
of the change, and he or she shall 
record the change on the employee’s 
time card or other agency document 
for recording work. 

(3) If it is determined that the head 
of an agency should have scheduled a 
period of work as part of the employ-
ee’s regularly scheduled administrative 
workweek and failed to do so in accord-
ance with paragraphs (b) (1) and (2) of 
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