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HISTORY.  This is the fifth update to the original AMCOM regulation 690-6 dated 16 October 2001, first published in 1977.  This change will re-designate this AMCOM regulation as a Redstone Arsenal regulation.
APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC), and any new or renamed Commands or activities, except where serviced Command or activity regulations/policies, or subsequent union agreements provide for different procedures.
PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the 

Redstone Arsenal Civilian Personnel Advisory Center.  The proponent has the authority to approve exceptions to this regulation.
MANAGEMENT CONTROL PROGRAM.  This regulation does not contain Management 

Control Provisions as outlined in the Management Control Evaluation Process.

SUPPLEMENTATION.  Further supplementation is prohibited.

SUGGESTED IMPROVEMENTS.  Users are invited to send comments and suggested 

improvement on DA Form 2028 (Recommended Changes to Publications) to 

Commander, US Army AMCOM, ATTN:  AMSAM-PT-CP, Redstone Arsenal, AL  

35898-5000.

DISTRIBUTION.  This publication is approved for public release, distribution unlimited.

SUPERSESSION.  This regulation supersedes AMCOMR 690-6 and MICOMR 690-6, 18 September 1987, including changes 1-3.
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1.  PURPOSE.  This regulation establishes policy and assigns responsibilities for establishing tours of duty and hours of work for civilian employees.

2.  DEFINITIONS.

    a.  Administrative Workweek.  A designated period of 7 consecutive days.

    b.  Alternative Work Schedule (AWS).  Means both flexible work schedules (FWS) and compressed work schedules (CWS).

    c.  Bargaining Unit Member.  An employee who is not a management official or supervisor, or a confidential employee, i.e., an employee who assists and acts in a confidential capacity to a official who formulates or effectuates management policies in the field of labor relations, and who therefore has access to confidential labor relations material; an employee engaged in Federal personnel work in other than a purely clerical capacity; an employee engaged in intelligence, counterintelligence, investigative, or security work which directly affects national security; or an employee engaged in investigation or audit functions of the type described in 5 United States Code (USC) 7112(b)(7).  No unit may include any employee of a DoD subdivision who has been excluded from coverage of the Federal Labor-Management Relations Program by Executive Order 1217 (CPM 711.E-3).

    d.  Basic Work Requirement.  The number of hours, excluding overtime hours, an employee is required to work or to account for by charging leave, credit hours, excused absence, compensatory time off, or time off as an award.  

    e.  Basic Workweek.  A 40-hour work week established for all full-time employees.

    f.  Compressed Work Schedule (CWS).  An established tour of duty that fulfills the 80-hour basic work requirement in less than 10 days during a biweekly pay period.

    g.  Flexi tour.  An established tour of duty, with work scheduling which splits the workday into two distinct kinds of time - core time and flexible time.

        (1)  Core Time is that portion of the daily work schedule during which all employees, unless otherwise in an approved leave or excused absence status, must be present for work.  

        (2)  Flexible Time is that portion of the workday during which the employee may select beginning and ending times.

    h.  Overtime work.  When used in respect to Flexi tour means all hours in excess of 8 hours in a day or 40 hours in a week that are officially ordered or approved and performed by the employee.  When used in respect to CWS hours means all hours in excess of those specified which constitute the CWS that are officially ordered or approved and performed by the employee.

        (1)  Irregular or Occasional Overtime Work.  Overtime work that is not part of an employee's regularly scheduled workweek.

        (2)  Regular Overtime Work.  Overtime work that is part of an employee's regularly scheduled administrative workweek.

    i.  Part-time Tour of Duty.  A scheduled tour of duty of 16 to 32 hours a week (32 to 

64 hours during a biweekly pay period in the case of a flexible or compressed work schedule) consisting of an equal or varied number of hours per day on 1 or more days of each administrative workweek.

    j.  Primary Organizational Element.  An organizational element which reports directly to the activity commander of the activities listed in the Applicability paragraph, except US Army Ordnance Missile and Munitions Center and School where the Office of the Commandant is the primary organizational element. 

    k.  Rotating Tour of Duty.  A tour of duty involving regular scheduled standby time, e.g., fire fighters.  Standby tours are used where the employees are not required to involve all of their time performing services but nevertheless are required to remain at or within the confines of their posts of duty to perform services when the need arises.

    l.  Tour of Duty.  The hours of the day, the days of an administrative workweek, that is scheduled in advance and during which employees are required to perform on a regularly recurring basis.  A weekly tour of duty may consist of less than 40 hours for part-time employees and more than 40 hours for full-time employees where a regularly scheduled amount of overtime is a part of the regularly scheduled workweek.  A weekly tour may also be less than 40 hours or more than 40 hours if an employee is participating in an AWS that is scheduled on a biweekly pay period basis.  An employee is either on duty, on leave, on excused absence, or absent without leave (AWOL) during the hours of the day and the days of the week that they are scheduled to work.

3.  POLICY.

    a.  The normal administrative workweek for activities covered by this regulation will consist of 7 consecutive days beginning at 0001 hours on Sunday and ending at 2400 hours the following Saturday.

    b.  If the provisions of a negotiated agreement include AWS, the agreement will serve as the local policy governing tours of duty for bargaining unit members.  If AWS is not included in the negotiated agreement or absent exercise of the management right to implement, employees will not be eligible for participation.  If management exercises the right to implement AWS for nonbargaining unit employees, the implementing procedures in the negotiated agreement may, at the discretion of management, be applied to nonbargaining unit employees.

    c.  If management chooses to have an AWS program, it is their responsibility to negotiate with exclusive representatives of bargaining unit employees, if appropriate, administer the program efficiently, and insure that the AWS program does not cause an adverse impact on the organization.  Bargaining unit employees may participate in an AWS program only under the terms provided in a negotiated agreement.  Therefore, an organization wishing to establish an AWS program for these employees must negotiate the establishment and terms of the program with the exclusive representative of the bargaining unit.  In an organization that does not have union representation, for participation to be mandatory, a majority of the affected employees must vote to be included in a CWS program.  Organizations may unilaterally install FWS programs when employees do not have union representation.  For FWS programs there is no requirement for a vote of affected employees.   

    d.  Changes in the normal workweek of specific individuals or groups of employees require the approval of their respective activity commanders or the Civilian Personnel Officer.  

    e.  Tours of duty will be established to match actual work requirements.  As a minimum, tours of duty must be scheduled or rescheduled in advance of the administrative workweek and cover a period of a least 1 workweek.

    f.  When three 8-hour shifts are in operation and it is not possible to overlap the shifts to permit time off from the work station during which the employees may have a lunch period that is entirely free of duty connected with their job, a lunch period of 20 minutes or less will be allowed and counted as work for which compensation is allowed.  When the on-the-job period is in effect, employees must spend the time in close proximity to their workstation.

    g.  Normally, daily tours of duty will not be established with off-duty periods of more than 1 hour.  

    h.  Rest periods not to exceed 15 minutes during each 4 hours worked will be granted on the basis of equity and reasonableness within the work unit.

    i.  Full compliance will be accorded to agreements negotiated with labor organizations having exclusive recognition for employees of the unit to which the agreement applies.  

If there is a conflict between this regulation and a Union contract, the contract takes precedence. 

4.  RESPONSIBILITIES.

    a.  The chief of each Primary Organizational Element will:

        (1)  Identify employees or groups of employees who, based on current workload or mission requirements, must be excluded from participation in the AWS.  The basis for exclusion from participation must be documented and provided to the affected employees.

        (2)  Approve or disapprove supervisors' recommendations that employees revert to the basic tour of duty due to workload or mission requirements.

    b.  The supervisors will:

        (1)  Administer the provisions of this regulation for employees under their jurisdiction.

        (2)  Evaluate work requirements for accomplishing assigned functions and initiate requests for returning employees to basic tours with justification, through channels to chiefs of the POEs. 

        (3)  Establish and change tours of duty to match actual work requirements for personnel under their supervision and post such changes in conspicuous places, readily accessible to all affected employees.

        (4)  Notify employees of changes in tours of duty as far in advance as possible.  The minimum amount of notice will be at least one workday prior to the beginning of the administrative workweek and the tour change will continue for a minimum of 1 administrative workweek.  (Negotiated agreements may supersede this provision.)

        (5)  Insure that tours of duty are correctly reflected in the time keeping system.  

        (6)  Approve changes in working schedules requested by employees within the parameters of Flexi tour and CWS.

    c.  The Civilian Personnel Officer will:

        (1)  Interpret regulations governing the establishing of tours of duty and provide management officials with specific guidance and assistance in the planning and establishing of uncommon tours, rotating tours, standby tours, part-time tours of duty, or AWS.

        (2)  Forward requests for standby tours and tours that cannot be controlled administratively to higher headquarters for approval.  

    d.  The employees will:

        (1)  Submit written requests for changes in tours of duty for personal reasons, such as education, to their supervisor.  The requests should contain specific details.

        (2)  Submit written requests to effect a permanent change in the Flexi tour and CWS working schedule, if applicable, at least 2 weeks in advance.

        (3)  Request temporary changes in their Flexi tour and CWS working schedule, if applicable, from their immediate supervisor at least 1 day in advance.

        (4)  Submit requests for participation and changes in participation in AWS, where applicable.

5.  REFERENCES:

    a.  5 United States Code (USC) 3401.

    b.  5 USC 6101.     

    c.  5 USC 6121. 

    d.  5 USC 7112.

    e.  5 Code of Federal Regulation (CFR) 550.111.

    f.  5 CFR 550.112.

    g.  US Office of Personnel Management (OPM), Handbook on Alternative Work 

Schedules, AWS 96-12, dated 1 December 1996.

