ARTICLE 17
HOURS OF DUTY - FLEXIBLE WORK SCHEDULES
Section 17.01 - Flexible Work Schedules.     The Department will implement within one hundred and eighty (180) days of the effective date of this Agreement a program of flexible work schedules for employees that permits individual employees to vary their arrival and departure times. All employees will be covered by this program and will be governed by the provisions set forth in this Section.

Section 17.02 - Local Implementation and Review.     When this flexible work schedules program is implemented, Management at the local level will establish procedures, in consultation with the Union, to ensure that this program is properly carried out in each office and shall conduct employee training and orientation programs to ensure that all employees understand the rules and procedures governing this program. The Labor-Management Relation Committees will also periodically review the operations of this program to ensure that it functions effectively for the benefit of both individual employees and the Department and shall develop and recommend to the Parties supplemental procedures, as needed, to resolve any problems which are identified.

Section 17.03 - Definitions.     For the purpose of this Article, the following definitions shall apply:

(1)
Business Hours - The period during workdays when a HUD office is officially open for business.

(2)
Flexitime - A method of establishing individual daily work schedules that allows an employee to exercise some discretion as to his/her arrival and departure.

(3)
Gliding Flexitour - The flexitime work schedule provided under this Agreement for bargaining unit employees. This schedule provides employees with the opportunity of varying their arrival and departure times each day as long as the employee accounts for eight (8) hours of duty time plus the amount of time established for lunch and that they are on duty during the established core hours for the office.

(4)
Core Hours - The hours during each day that the employee must be present for work. The core hours shall be six (6) hours in duration.
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Section 17.04 - Tours of Duty.     Individual employees shall be permitted to vary their work schedules as follows, subject to the limitations set forth in this Section and Section 17.07.

(1)
Workweek - The standard workweek for full-time employees shall be forty (40) hours per week, eight (8) hours each day plus a lunch period of not less than thirty (30) minutes, five (5) days per week, Monday through Friday. Work schedules for part-time employees shall be within the discretion of Management.

(2)
An employee may vary his/her arrival and departure time each day provided that the employee is on duty within the core hours of 9:30 a.m. to 3:30 p.m. each day local time and he/she accounts for a total of eight (8) hours of duty time plus the amount of time established for the lunch period. In addition, no employee can begin his/her tour of duty prior to 7:00 a.m.

(3)
The Parties at the local level can negotiate to establish core hours within the office's established business hours that are other than those in (b) above, provided that they are six (6) hours in length and all other provisions of this Article are complied with.

(4)
The amount of voting leave and/or administrative leave (excused absences for inclement weather, emergencies, and other appropriate circumstances) to be granted to an employee shall be determined on the basis of the employee's median arrival time during the preceding pay period rounded to the nearest quarter hour.

Section 17.05 - Timekeeping.

(1)
Employees, on a daily basis, will use an Attendance Record Sheet (similar to Appendix K) to record their arrival and departure times. This form cannot be modified at the local level. Sign in and sign out shall be sequential.

(2)
Management, in consultation with the Union, will determine the location of these sign in/sign out registers. Registers will be located so as to be within the visual oversight of the principal supervisor(s) responsible for monitoring these registers.

71

(3)
Management, in consultation with the Union, will designate the number and location of official clocks (not mechanical recording devices) to be used to determine arrival and departure times for each sign in/ sign out register.

(4)
The local Labor-Management Relations Committee shall identify concerns and provide recommenda​tions to the Parties for supplemental procedures governing the sign in/sign out process, as necessary, in order to ensure that the time and attendance of employees is adequately documented.

Section 17.06 - Employee Responsibilities.

(1)
Each employee shall be responsible for ensuring that his/her flexible tour of duty under flexitime does not interfere with the continuing responsibility to carry out his/her assigned duties and to complete assigned work on schedule.

(2)
Each employee shall be responsible for recording and certifying his/her arrival and departure times each day on the sign in/sign out register referred to in Section 17.05(1). An employee will not be required to sign in or sign out for the lunch period.

(3)
Each employee shall be responsible for his/her own compliance with the rules governing this flexitime program. Any employee who willfully falsifies time and attendance information on the sign in/sign out register or fails to comply fully with rules govern​ing this program of flexible work schedules, shall be subject to appropriate disciplinary action, in accordance with the Federal Personnel Manual, published HUD policies, and this Agreement.

Section 17.07 - Management Responsibilities.     Management is responsible for ensuring that the mission of the Department is carried out effectively and efficiently and for determining the operational requirements of the Department. Accordingly, Manage​ment shall have the following specific responsibilities with respect to administering this program of flexible work schedules:

(1)
Management shall be responsible for ensuring that offices maintain adequate office coverage during all official business hours.
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(2)
Management shall be responsible for ensuring that offices are adequately covered and for determining office coverage requirements, in terms of both the numbers and types of employees needed and skills required, during all official business hours. These official business hours shall be not less than eight-and-one-half (8-1/2) hours in duration for each office.

"Official coverage" includes but is not limited to the following:

(a)
Answering phones;

(b)
Expeditious handling of inquiries from the public;

(c)
Maintaining clerical, technical, and professional support of the office functions;

(d)
Providing office representation at essential meetings;

(e)
Handling occasional or recurring peak workload periods;

(f)
Meeting deadlines; and

(g)
Meeting other program needs.

(3)
Management may designate certain positions for which flexible work schedules are not permitted, because of specific, job-related requirements of those positions. These designations will be made by Management and discussed with the Union at the local level.

(4)
Upon demonstrated need, Management may override, either temporarily or permanently, the work schedule choices of individual employees in order to maintain adequate office coverage or to meet other operational needs of the Department. The determination of who will be required to work particular tours of duty in order to meet coverage or other operational requirements shall be within the discretion of Management. To the extent possible, however, personal scheduling preferences will be considered in making such decisions. When an employee's work schedule is changed, Management shall give the employee and the Union no less than five (5) days' notice where practicable.
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(5)
If at any time during the period of this Agreement the Department determines that the operations of the Department or any of its organizational components have been substantially disrupted; that the produc​tivity of the Department or the level of services which it provides to the public have been signifi​cantly diminished; or that the Department's operating costs have increased as a result of this flexitime program, the Department may suspend or terminate this program. The Union shall be notified of such action. not less then ten (10) days prior to its effective date.

Section 17.08 Rest Breaks.

(1)
Employees who work a full eight- (8) hour workday shall be entitled to two (2) authorized rest breaks, not to exceed fifteen (15) minutes, on that workday, one (1) to be taken before the lunch period and one (1) to be taken after it. Employees who work at least four (4) hours but less than eight (8) hours on a workday shall be entitled to one (1) authorized rest break, not to exceed fifteen (15) minutes on that workday.

(2)
Rest periods may not be taken either within one (1) hour of the employee's arrival or departure times or within one (1) hour of the beginning or ending of the employee's lunch periods; they may not be taken in any combination nor accumulated or accrued for future use.

(3)
Rest breaks shall be scheduled so as not to unduly interrupt the work of the Department.
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