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Reference:  DCSC Supplement 1 to DLAR 1422.1, Encl 3, Hours of Duty, 23 Nov 93.





The referenced regulation permits Alternative Work Schedules (AWS) which allow employees to earn credit hours (up to 2 hours per day over the regular 8 hours) and use those hours within the same pay period in order to work a reduced number of hours on other days.





The Commanders of DCSC, DSDC, DDCO and the Presidents of AFGE Local 1148 and IFPTE Local 7 have approved a Memorandum of Understanding (MOU) expanding AWS to allow a maximum of up to 24 credit hours to be carried forward to succeeding pay periods.  NO MORE THAN 24 CARRY OVER CREDIT HOURS MAY BE RETAINED IN AN EMPLOYEE’S CREDIT HOUR ACCOUNT.  The following points pertaining to AWS (including carry over credit hours) should be remembered:





AWS cannot be earned on a day in which any type of leave is taken.  Also, AWS time off must be requested and approved from the supervisor before it is used.





No more than 2 credit hours may be earned in a workday.





AWS hours cannot be earned on non-workdays (i.e., Saturday/Sunday if the assigned tour of duty is Monday through Friday).





Hours worked in excess of 80 (excluding overtime and compensatory time) should be recorded as carry over credit hours (not to exceed 24 hours).  However, Wage Grade employees are not eligible to earn or use carry over credit hours; their hours earned in excess of 80 in a pay period must be paid as overtime.





Carry over hours in excess of 24 will be forfeited and cannot be converted to overtime after the close of the pay period.  EVERY EMPLOYEE IS RESPONSIBLE FOR THEIR CARRY OVER ACCOUNT.  IT IS IMPORTANT TO REMEMBER THAT CALCULATION ERRORS MAY RESULT IN LEAVE BEING CHARGED OR CARRY OVER CREDIT HOURS FORFEITED.  This is explained below.





If an employee uses more credit hours than earned (i.e., uses 8 hours and only has 4 hours in the account), DBMS will automatically subtract the extra hours from annual leave or compensatory time, if any.





�
The new input codes for the Defense Business Management System (DBMS) are CR for carry over credit hours earned, and CU for carry over credit hours used.  AWS hours earned and used in the same pay period are still recorded as RH for hours earned and NW for hours used.





Carry over credit hours must be recorded on the Individual Time/Attendance Record, DCSC FM 340, in the AWS TIME columns.  To record hours, split the boxes diagonally with AWS credit hours above the diagonal and carry over credit hours below it.  Encls 1 and 2 provide examples as follows:





EARNED column:  In this column, record carry over credit hours earned followed by a “C”.  If AWS hours and carry over credit hours are earned on the same day, indicate this by recording both with a slash between the two entries (i.e., 1/1C).





USED column:  In this column, record carry over credit hours used followed by a “C”.  If AWS hours and carry over credit hours are earned on the same day, indicate this by recording both with a slash between the two entries (i.e., 1/1C).





= CUM BALANCE column:  Record daily AWS hours and carry over credit hour balances separately.





TOTALS:  Record carry over credit hour totals at the bottom of the form in this row.  As always, regular AWS hours earned and used during the pay period must equal zero (i.e., 0/+11C).





To verify the carry over credit hour balance is correct:  Add the balance from the prior pay period to the carry over credit hour EARNED total, then subtract the carry over credit hour USED total.  Record the new carry over credit hour balance above the “= CUM BALANCE” column heading on the time sheet for the next pay period.





NOTE:  Total Basic Work Requirement (BWR) on the time sheet may not reflect 80 hours when carry over credit hours are earned or used.  If carry over credit hours are EARNED, the total BWR will be 80 plus the number earned during the current pay period.  If carry over credit hours are USED, the total BWR plus the total carry over credit hours used must equal 80 hours.  In DBMS TALE reporting, the base hours should still reflect 80.





This change will be effective with pay period M which begins 4 Jun 95.  Information regarding training sessions for supervisors and timekeepers will be forthcoming.  Questions regarding this policy should be directed to Mary Landes, DCSC-KSE, extension 2�2295.  Questions regarding the DBMS input should be directed to Darlene Pangborn, DCSC�BP, extension 2�1862.














	PHYLLIS C. CRAWLEY


	Acting Chief, Employee and Labor Relations 


	Office of Civilian Personnel
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Note:  Enclosures not included since they refer to outdated time and attendance forms
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