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Master Schedules
· Every employee (except Intermittent) must have a master record work schedule on file.  
· The work schedule is bi-weekly, must have start and ending times for each work day and cover the Core Hours.
· Maxiflex or flexible work schedule do not mean NO schedule.  Scheduled hours must be accounted for each day with work or leave time.
· Regular days off (RDO) on a maxiflex schedule must be noted on the master   schedule.
· Supervisors set the Gliding time (how much employees can vary from their   master schedule). 
· Employee and Management jointly decide on schedule, based on mission needs. Management must notify employee 7 days in advance of any schedule change.
· Work Schedules impact travel time, differentials, premium pay, administrative leave and Holidays.  
· Schedule change in # of hours (for part-time employees) requires an SF-52 action. 
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