Overview of Work/Life Tools
· 
Flexibility in Work Schedules

Flexi tour 
Core hours with set starting and quitting times.

Gliding Schedule 
Core hours with changing start and quit times

Intermittent 
No regularly scheduled tour, works as needed.

Maxiflex 
Core hours, but employee can vary the number of work hours on a given workday, or the number of hours each week. Has a basic work requirement of 80 hours, but less than 10 workdays in a pay period.

Compressed
80 hours in a pay period, but less than 10 days. Starting and quitting times are set. 

· Flexible Workplace 
· Working from home or telecommuting centers.  Flexible Workplace Agreement specifies the Flexiplace work schedule.  It’s voluntary and can be terminated by either the employee or the supervisor at any time.  There are specific requirements so check with your Personnel Office and in 226 FW 4, Flexible Workplace.

· 
Leave  
· Different types of leave are used for different purposes and you’ll need to understand them in order to properly approve leave requests and time sheets. 

Some Key Points about Leave:
· 
Supervisors may approve:

· Annual and sick leave not exceeding 15 workdays at one time, or

· LWOP not exceeding 10 workdays, or 

· Any combination to cover a period of absence due to pregnancy or illnesses for which medical certification is provided.

· Leave in excess of the time limits above must be approved by the Regional/Assistant Director.

· Annual Leave 

· Advances can be granted up to what will be earned in the current leave year (calendar year).

· The maximum carryover for annual leave is 240 hours (30 days), except for those serving outside the US.  They can carryover 45 days.  No maximum limitation for SES.

· Forfeited leave can only be restored under the following conditions:

· Administrative error

· Unjustified personnel action caused the loss

· Sickness of the employee

· Exigency of the public service

· 
Sick Leave

· A medical certificate or other written evidence must support a sick leave absence for more than 3-days.

· Sick leave advances may not exceed 30 days.

· No limitation on the amount of sick leave that can be accumulated.

· 
Military Leave 
· Not more than 30-days in a fiscal year for active duty or active duty training.  No loss of pay. 

· Not authorized for weekend drills.  

· Qualified employees earn 15-days per fiscal year.  No more than 15-days can be carried forward to the next year.

· 
Court Leave 
· For jury duty 

· Attending proceedings in a nonofficial capacity as a witness for a State or local government.

· Federal employees can receive mileage payments, but cannot be paid for their time spent in jury duty.

· No loss of pay.

· 
Excused Absences 

· Voting - up to 3-hours after polls open or 3-hours before polls close, which ever requires the lesser amount of time off.

· Blood donation, excused absence up to 4 hours.

· 
LWOP 
· Amount which can be approved varies with the circumstances.  See 226 FW 2.18 .

· Family and Medical Leave

· Can be used for:

· Birth or adoption of a child

· Care of a sick family member

· Medical appointments for family members

· Family includes spouse, child, or parent

· Up to 12-weeks per leave year, LWOP

· Annual leave and sick leave may be substituted for LWOP as appropriate.

· 
Leave Sharing Program

· Employee may donate annual leave to a recipient within or outside of the Department of Interior.

· Used only for medical emergency.

Employee Assistance Program
· 
Professional counseling and referral service to help with problems both on and off the job.

· 
Participation is entirely voluntary. In addition employees cannot have corrective action taken against them for failure to go to EAP.

· 
No charge for EAP services for employees.  Visits are excused absences up to a maximum of 6 hours, and can include time to travel to and from the EAP office.

· 
EAP services are confidential within the limits of the law, but in general information may only be released with your prior written permission.

Fitness Center Membership Fees
· 
Reimbursed up to $300 for an individual membership fee at a commercial fitness center that has a full complement of exercise equipment and programs for cardiovascular and body strengthening and only if you participate in fitness activities at the center an average of two times per week during the period for which you request reimbursement.  The center cannot restrict membership and access to facilities based on sex, race, national origin, color, religion, age, disability, or sexual orientation.  See 228 FW 3.
Domestic Partner Assistance Program
· 
Provides placement assistance and information to Service employees faced with a geographic move.

· 
Open to any domestic partner of a permanent Service employee.

· 
Also for Service employees whose domestic partner is transferred by his/her employer.

Career Transition Service
· Counseling and seminars to employees who are experiencing or considering a change in their career.  

· Currently available in Albuquerque, NM; Minneapolis, MN; Atlanta, GA.

Child Care Centers/Child Care Referrals
· Federally sponsored childcare centers in Washington, DC; Portland, OR; Honolulu, HI; Albuquerque, NM; Shepherdstown, WV; Anchorage, AK; Minneapolis, MN.

· Referrals to child care providers. (Currently available in Albuquerque)

Family Support Rooms
· Currently available at Main Interior and at NCTC.

· Available to employees who experience unexpected family care situation.  Rooms are equipped with computers, printers, fax and telephones, plus beds, TV/VCR.

Health Screenings/Health Units
· Contractors or volunteers provide employees with medical screenings.  All Regions participate.

· Health units in Service’s current facilities or other federal locations.  Available in Portland, OR; Minneapolis, MN; Hadley, MA; Anchorage, AK; Washington, DC.

Health Promotion Seminars
· Uses EAP contract and other vendors to provide employees information and seminars on health issues.  All Regions participate.

Job Sharing
· Program for part-time employees. Combines duties of two part-time employees to create a single position.  

· All Regions offer part-time schedules and encourage job-sharing in appropriate circumstances.

Retirement Seminars/Planning Services
· Routinely provided to employees in Albuquerque, NM; Portland, OR; Minneapolis, MN; Anchorage, AK; Hadley, MA; Denver, CO; and Atlanta, GA.

Safety Escort Service
· Provides security personnel to escort employees to transportation/commuting sites. 

· Available in Albuquerque, NM; Minneapolis, MN; and Atlanta, GA.

Sponsored Fitness Programs
· Encourages offices to develop “community” fitness programs, such as a walking initiative.  

· Available in Albuquerque, NM; Atlanta, GA; and Hadley, MA.

Transportation Subsidy Program
· Up to $100 per month for mass transportation or van pool costs.  Reimbursement on a quarterly basis.

Volunteer Referral Service
· Program matches employee’s interests with programs looking for volunteers by maintaining lists of agencies needing assistance.  

· Currently available in Denver, CO and Washington, DC.

Wellness Resource Center
· Provides health and fitness related publications and information.  Available in Albuquerque, NM and Hadley, MA.


Key Points 
· There are lots of tools you can use in managing the workforce

        that help to integrate work and life activities.  
· It requires an awareness of employees’ needs and the willingness to move beyond how we’ve always done things. 

· Whenever you have a question check the Desk Reference, Service manual, the HR homepage, or call your Human Resources Office.

References
· Supervisor’s Desk Reference: Compensation/Premium Pay, pages 2-13 thru 2-17; Hours of Duty & Leave, pages 4-1 thru 4-13

· Premium Pay including Exhibits 1- 8, 225 FW 7

· Pay Administration, 225 FW 2,

· Hours of Duty, 226 FW 1

· Absence and Leave, 226 FW 2

· Credit Hours, Director’s Order No. 115

· Flexible Workplace, 226 FW 4

· Employee Assistance Program, 227 FW 4

· Leave Sharing Program, 226 FW 7

· Use of Excused Absence for Purpose of Voting, Employee Information Bulletin 00-13
· Compensation for Travel Time During Non-duty Hours, Employee Information Bulletin 01-03




Although most of the services mentioned are not currently available in the field, there is good payback to field stations to research and make information available to employees about local services related to work/life issues.  If you’re a supervisor at a field location you may want to add this to your action plan. 











