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  HOURS OF WORK 
 

The administrative work week, within which an employee’s work must be scheduled, begins at 0001 hours 
Sunday morning and ends Saturday night at 2400 hours.  The basic work week is those days and hours within 
the administrative work week which include the regularly scheduled work. 
 
BASIC WORKWEEK:  The basic workweek is scheduled on 5 days, Monday through Friday when possible, 
and the 2 days outside the basic workweek are consecutive.  The working hours in each day in the basic work 
week are normally the same.  HQ USAFE and Ramstein ABW’s basic workweek revolve around “core hours”, 
which are those periods of time during the day an employee must be at work (or in an approved leave or other 
approved status).  HQ USAFE, Numbered AF, 86 AW, and Tenant organizational core hours are 0900-1500. 
 
UNCOMMON TOUR OF DUTY:  Organization Commanders have the authority to establish an uncommon 
tour of duty, which is any 40 hour basic workweek which includes Saturday and/or Sunday or fewer than 4 days 
but not more than 6 days of the administrative workweek.  Of course, mission requirements and customer needs 
are a Commander’s first consideration when determining a tour of duty, although employee morale is certainly 
an important factor. 
 
SUPERVISOR’S RESPONSIBLITIES:  Supervisors should provide each employee a regularly scheduled 
tour of duty in which the hours and days of work are scheduled and known to the employee in advance of the 
administrative workweek.  Management should give employees at least 7 calendar days notice before the 
effective date of the change, unless shorter notice is necessary to prevent the agency from being handicapped in 
the exercise of its functions or to forestall a substantial increase in operational costs.  Civilian Pay must be given 
notice of changes in the basic workweek.  
 
ALTERNATE WORK SCHEDULES:  There are two types of Alternative Work Schedules (AWS) 
schedules:  Flexible Work Schedule (FWS) and Compressed Work Schedule (CWS).  The FWS requires 
employees work during “core hours”; however, the starting and ending times may be selected by the employees, 
within limits established by management.  The CWS is a fixed work schedule in which the biweekly work 
requirement is scheduled for less than 10 day, i.e. four 10 hour days or 5/4/9 schedule.  HQ USAFE employees 
are approved to work FWS and CWS.  86 AW and Tenant Unit employees are only approved for FWS. 
 
LUNCH PERIODS:  All full-time employees are required to take a lunch break.  Lunch Periods are normally 
30 - 60 minutes, during which the employee is entirely free of the duties of his or her position.  The lunch 
period is unpaid.  Employees cannot combine the lunch period with breaks to take an extended lunch period, 
nor may an employee skip a lunch period to shorten the scheduled duty day. 
 
REFERENCE:  AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances; USAFEI 36-
803, Flexible Work Schedule with Credit Hours and Compressed Work Schedule 
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ALTERNATE WORK SCHEDULES & CORE HOURS 
 

There are two types of Alternative Work Schedules (AWS):  Flexible Work Schedule (FWS) and Compressed 
Work Schedule (CWS).  These scheduling flexibilities allow managers to meet their mission requirements while 
allowing employees to be more flexible in scheduling their activities.  AWS is not an employee right, but rather 
a benefit that may help both the organization and the employee.  Mission requirements are the primary 
consideration.  
 
FLEXIBLE WORK SCHEDULE (FWS):  A full-time employee is required to work 80 hours per bi-weekly 
pay period.  The agency sets limits in which the employee fulfills this 80-hour requirement.  There are core 
hours each day that the employee must work, but the starting, ending, or lunch period hours may be flexible.  
Example:  If core hours are from 0900 to 1500, an employee may select a start time between 0600 and 0900 
with the end time between 1500 and 1700.  
 

• Core Hours are those periods of time during the day an employee must be at work (or in an 
approved leave or other approved status).   
 

o HQ USAFE and Numbered AF organizational core hours are 0800-1600. 
o 86 AW and Tenant organizational core hours are 0900-1500. 

 
• Credit Hours can only be earned if an employee is participating in a FWS.  They are earned in 15 

minute increments.  By law, the accumulation of credit hours is limited to a maximum of 24 hours 
between pay periods, with hours earned in excess of this amount are lost.  (For more information on 
Credit Hours, see Fact Sheet titled, “Overtime, Compensatory Time, & Credit Hours”). 

 
COMPRESSED WORK SCHEDULE (CWS):  CWS is a fixed work schedule in which the biweekly basic 
work requirement is scheduled for less than 10 workdays.  Employees may work a four-day workweek or a 
5/4/9 compressed schedule.  Employees participating in a CWS have no provision for flexibility in reporting or 
quitting times.  They must work their assigned schedule each day. 
 

• Four-day workweek:  employees must work 10 hours a day, 40 hours a week, and 80 hours total in a 
biweekly pay period. 

 
• 5/4/9 compressed plan:  employees must work eight 9-hour days plus one 8-hour day for a total of 80 

hours in a biweekly pay period. 
 

Note:  The 86 AW and Tenant organizations are not approved for Compressed Work Schedule, and credit hours 
should not be used to establish a recurring day off, thereby creating a compressed schedule. 
 
RAMSTEIN-APPROVED FWS &/or CWS:  
 

• HQ USAFE has two approved Alternative Work Schedule (AWS) at Ramstein:  Flexible Work 
Schedule and Compressed Work Schedule.   
 

• 86 AW and Tenant Units have one approved AWS:  Flexible Work Schedule. 
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WHAT ARE THE ADVANTAGES OF AWS?  
An AWS may be useful to your organization for a variety of reasons.  It may be the answer to a unique 
scheduling problem, a morale booster for your employees, or a way to increase the number of hours your 
organization can provide service to its customers.  
 
WHAT ARE THE DISADVANTAGES?  
AWS may seem a perfect arrangement for your organization and mission needs.  However, there are also some 
aspects, which may be detrimental, such as the perception of decreased customer service if customers expect 
your employees to be available during “normal” duty hours and days, especially if your employees each have 
unique responsibilities not suited to being handled on a back-up basis.  
 
HOW DO I GET APPROVAL TO ESTABLISH AN AWS FOR MY EMPLOYEES?  
Contact your Employee Management Relations (EMR) Specialist at DSN 478-7143 or 478-6714 for the rules 
and requirements for establishing an AWS in your organization prior to implementation. 
 
REFERENCE:  AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances; USAFEI 36-
803, Flexible Work Schedule with Credit Hours and Compressed Work Schedule 
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