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Appendix B

Credit Hour and Flexible Work Arrangements (FWA) for Teleservice Centers

(TSCs) and Immediate Claims Taking Units (ICTU) In TSCs

Section 1. Purpose

This appendix sets forth the credit hour, and FWA (which is flextime or a flexible 5/4/9-

work arrangement) procedures to be followed in Teleservice Centers (TSCs) and

provides authority for such employees to participate in these plans.

Section 2. Scope

A. General

All employees have the option of participating in either flextime with credit hours or

the flexible 5/4/9 or 4/40 -work arrangement plan.

B. Credit Hour Plan

1 — Article 10 App B
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All full-time employees (including temporary employees) may participate in the credit
hour program consistent with the provisions and requirements of this appendix.
Part-time employees are covered on those days that they work an 8 hour tour. Part-

time employees may also earn up to 2% 8 credit hours on their non-tour day(s).

C. Flexible 5/4/9 and 4/40 -Work Arrangement

TSC employees may participate in the flexible 5/4/9 or 4/40 work arrangement in

accordance with the provisions of Section 4 below.

Section 3. Credit Hours Provisions

A. General Provisions

Credit hours are worked at the employee's option subjectto-thepriorapproval-of

conditioned-on-the-availability-ef provided there is appropriate work available, and

it can be performed at the requested time(s)as-determined-by-management.
it | I : it et _

Employees will be allowed to work credit hours outside of their normal shift

hours, as long as the facility is open.

2 — Article 10 App B
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. Requesting Credit Hours

1. The Employee has the option to request the opportunity to earn credit
hours either orally, or in writing, at their option. The request will be made
prior to the planned usage of credit hours. Denials must be in writing and

returned to the employee as soon as possible.

4. If credit hours are requested and approved and overtime is subsequently made

available, the employee will be afforded the opportunity to elect to work the

overtime.

3 — Article 10 App B
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C. Signing for Credit Hours

All employees working credit hours will sign in and sign out for the credit hour period
worked on a serial sign-in/sign-out sheet, subject to final Automated Time and
Attendance agreements, provided by management. Employees must be ready and

available to work upon signing in.

. Earning Credit Hours

An employee may earn up to twe three and-ene-hal-{2-1/2} credit hours per

workday. Credit hours may be earned in one-quarter (%) hour increments. Ar

maximum of 24 credit hours may be carried over from the prior pay period. Part-

time employees may not carry over from the prior pay period more than one-half of

their weekly part-time tour. Credit hours must be earned in advance of their use.

Employees may adjust their arrival and departure times forward and
backward, within the flexible bands available for their TSC, to allow them to
work the maximum number of credit hours per day. An employee who works
credit hours prior to the start of their scheduled shift may not clock or sign out
prior to the end of their scheduled shift unless supervisory permission is

granted.

4 — Article 10 App B



Union 1 —12/21/09
Article 10 — App B

93

94 E. Using Earned Credit Hours

95
96 The use of credit hours shall be approved in the same manner as annual leave in
97 accordance with Article 31 of the national agreement. Credit hours can be used
98 together with approved leave.
99
100 1. Credit hour use will be requested on Form SSA-71 or equivalent.
101
102 2. In the event of scheduling conflicts, the use of leave will take precedence over
103 the use of credit hours. In the event of a conflict between credit hour requests it
104 will be resolved in favor of the employee(s) with the earliest SCD within the work
105 unit.
106
107

108 Section 4. Flexible 5/4/9 and 4/40 Work Arrangement Provisions
109

110 A. Eligibility to Participate in flexible 5/4/9 and 4/40 work arrangement

111

112 TSC employees are eligible to participate in the flexible 5/4/9 and 4/40 work
113 arrangement in accordance with the provisions set forth in B below.

114

115 B. Flexible 5/4/9 and 4/40 Work Arrangement Rules For TSC's

5 — Article 10 App B
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116

117 The flexible 5/4/9 and 4/40 work arrangement shall be in accordance with the

118 following rules:

119

120 1. Employees electing to work the flexible 5/4/9 or 4/40 work arrangement can
121 will work a flexible schedule that is consistent with the flexible bands for that
122 TSC officefshiftflexible-band-to-which-they-are-assigned. Employees must
123 schedule their arrival so as to complete their 9 or 10 hour work schedule by
124 the end of their flexible band or leave must be taken to fulfill the

125 employee’s daily work requirement.

126

127 C. Determining the Flexible 5/4/9 or 4/40 Work Arrangement

128

129 The flexible 5/4/9 work arrangement will be designed so that a minimum of

130 approximately 10 percent of the employees per position in the office can be off work
131 at one time on a flexible 5/4/9 work arrangement. However, the Employer may allow
132 an excess of 10 percent of the employees per position off on any given day.

133

134 The 4/40 work arrangement will be designed so that a minimum of 20 percent
135 of the employees per position in the office can be off work at one time on a
136 4/40 work arrangement. However, the Employer may allow an excess of 20
137 percent of the employees per position off on any given day.

138
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Scheduling

1. Management will consider operational needs and employee preference in

making assignments and reassignments to work schedules.

. Once operational needs are taken care of, any other conflicts in scheduling that

result will be resolved in favor of the employee with the earliest SCD.
Management will timely communicate to the employee any denial of the preferred

day off.

. After initial assignments, rotation between shifts will occur, if employee conflicts

continue to exist, on a semi-annual basis, consistent with semi- annual leave
requests, to ensure that all employees have an opportunity to have the most
popular days off. When an employee with a Monday or Friday off for the prior
semi-annual period has to change his/her day off due to employee conflict,

and there is no conflict for a Tuesday, Wednesday, or Thursday, the

employee will have a choice of which day to take off. Fherotation-may-oceur

will be resolved by earliest Service Comp Date.

7 — Article 10 App B
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162
163
164  Section 5. Flextime in TSCs
165

166 A. Flextime in TSCs

167

168 Flextime for TSC’s will provide employees an option of reporting either45-minutes
169 two hours before or one hour after their tour/shift begins; e. g., the TSC tour is 8
170 a.m. to 4:30 p.m.; the modified flextime reporting times are #15t6-8:45 6:00 — 9:00.
171 Employees would leave 8 %2 hours after their reporting time (includes 1/2 hour

172 lunch).

173

174 A- B. Scheduling Flextime

175

176 1. Employees will be given an opportunity to request the fixed tour of their choosing.
177 Shift rotations will continue under local agreements.

178

179 2. Management will consider operational needs and employee preference in making
180 assignments and reassignments to work schedules.

181

182 3. Once operational needs are resolved, conflicts in scheduling will be resolved in
183 favor of the employee with the earliest SCD.

184
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4. All full-time bargaining unit employees (including temporary employees) working

in any TSC are covered by this appendix. Part-time employees may work
flextime on those days that they work an 8 hour tour. On days where the tour for
a part-time employee is less than 8 hours, employees may flex 30 minutes before

or after their normal start time.

C. TSC Flextime Procedures

1. Core time is the period that begins at the end of a shift’'s morning flexible band

and ends at the beginning of that shift’s afternoon flexible band, excluding the

lunch period. To the extent possible, existing lunch and break arrangements at

the sites will be maintained.

. All full time TSC employees will be able to report to work any time within the

applicable morning flex band and leave during the applicable afternoon flex band

after accounting for 8 hours of work, excluding lunchtime.

. Part-time employees who work an 8 hour day may use flextime in the same

manner as full-time employees. Those part-time employees who work less than

9 — Article 10 App B
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an 8 hour day may start anytime between 30 minutes before the normal start
time and up to 30 minutes after the normal start time. Their workday may also
end from between 30 minutes prior to the normal end of workday up to 30

minutes after the end of the normal workday.

. Employees with-prier-supervisery-approval may flex out during the work day.

established-lunch-period: The employee will extend his/her workday by the

number of minutes taken on flex out, either working the extra minutes or at
the employees option, by using leave or credit hours to make up/fulfill their

daily work requirement.

Credit hours can be worked at any time within the flexible band of the
office. Employees may adjust their arrival and departure time to work
credit hours before and/or after their normally scheduled shift. If an
employee works credit hours prior to the start time of their morning flex
band, the employee’s departure time cannot be prior to the end of core time

for that shift unless supervisory permission is granted.

7. To the maximum extent feasible, management will continue existing lunch

and break arrangements. If Management proposes to change existing

lunch or break arrangements, notice will be provided to the Union in

10 — Article 10 App B
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230 accordance with Article 4 of this Agreement. Employees will not be
231 required to sign-in/sign-out for either breaks or lunch.

232

233

234 D. FLEXIBLE BANDS will be as follows except in the first and last shifts in the Mega

235 Centers.

236

237 1. Morning Flexible Band: Begins forty five (45) minutes before the normal start time
238 and ends forty five (45) minutes after the normal start time.

239

240 Afternoon Flexible Band: Begins forty five (45) minutes before the normal quitting
241 time and ends forty five (45) minutes after the normal quitting time.

242

243 2. In TSCs with 2 shifts the second shift has a normal start time fifteen (15) minutes
244 after the currently existing starting time (Shift 1). The flexible band is one and
245 one half (1 %2) hours as above. One third of the staff is assigned to shift one with
246 the remaining employees assigned to shift two.

247

248 3. Shift assignments and rotations will continue under existing local level

249 arrangements.

250

251 4. MEGA-TELESERVICE CENTERS (including Salinas TSC)

252

11 — Article 10 App B
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253 a. The first shift in the Mega Centers will start 30 minutes before the normal start
254 time and end 60 minutes after the normal start time.

255

256 Example: Normal start time is 7:00 - An employee may report as early as 6:30
257 and no later than 8:00.

258

259 The first shift in the Mega TSC’s will be adjusted for those employees
260 who opt to work 4/40.

261

262 Example: Normal start time is 7:00 — An employee reports at 7:00 a.m.
263 and leaves at 5:30 p.m.

264

265 b. The middle shifts in the Mega Centers will start forty-five (45) minutes before
266 the normal start time and end forty-five (45) minutes after the normal start
267 time.

268

269 Example: Normal start time is 8:00 — An employee may report as early as
270 7:15 and no later than 8:45.

271

272 c. The last shift in the Mega Centers will start thirty (30) minutes before the

273 normal start time and end fifteen (15) minutes after the normal start time.
274

12 — Article 10 App B
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Example: Normal start time is 10:45 — An employee may report as early as

10:15 and no later than 11:00.

1. The employees in the last shift have the option of coming in up to one
and one-half (1 ¥2) hours before the normal start time, but only if such

employees elect to flex out the same amount of time during the workday.

Example: Normal Start time is 10:45 a.m. — The employee reports to
work at 9:15, but must flex out one and a half hours (1 ¥2) during the

tour, and they will complete their work tour at 7:15.

2. The last shift in the Mega Centers will be adjusted to allow
employees to work 5/4/9 and 4/40 and to allow employees to work the

maximum number of credit hours allowable.
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E. Return to fixed shift
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1. The conditions listed below are examples of reasons that may be cause
for a return to normal working hours for all or some participating employees.
Nothing will prevent an employee from working credit hours before or after

normal working hours in the below situations:

a. Court Leave: Employees eligible for court leave will automatically revert to
their normal office working hours for purposes of returning to work when court
closes early or their services are not needed by the court. Nothing will
prevent the employee from working morning or afternoon credit hours

on days that they are scheduled for court leave.

b. Out-of-Office Training: Employees who are scheduled to attend all day or
partial day out of office training may be required to revert to normal office

working hours.

c. Travel Status: Employees who will be in travel status will either revert to

normal office hours or remain on flextime, depending upon operational needs.

d. Delayed Office Openings: When the opening of an office is delayed all

employees will revert to normal office hours.

e. Full Day Training: Employees scheduled to attend all day in office training

may be required to revert to a fixed shift.
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Section 11. Tour of Duty

The Administrative work week is Sunday through Saturday. Accept where
otherwise agreed upon by SSA and AFGE, office hours for non-Mega Teleservice
Centers are established as 6:00a.m. — 5:30 p.m., and tours of duty may be
established within those hours, at the election of the employee, pursuant to this

Article.

Any offices where employees have a tour of duty which ends after 5:30 p.m. will

continue that practice.
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