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c. Management officials and employees are expected to work together to 
ensure appropriate office coverage and customer responsiveness during 
official business hours established for the office. 

 
d. Within their organizations, Associate Administrators, the Chief Counsel, 

Chief Financial Officer, Director of Innovative Program Delivery, Directors 
of Field Services, Director of Technical Services, Division Administrators, 
and Federal Lands Highway Division Engineers are encouraged to 
support participation in an AWS program for all eligible positions and 
employees. 

 
e. No organizational unit will be excluded from participating in an AWS 

program. 
 

f. When management has determined employee eligibility for AWS, 
participation is considered a benefit and is voluntary.  In rare cases, a 
written business case may be developed to support mandatory 
participation by employees in a specific work unit.  

 
g. The FHWA official workband is 6 a.m. to 6 p.m.  This workband provides 

12 nonpremium, daytime hours for employees to schedule and complete 
their tours of duty. 

 
h. Employees who voluntarily elect to work beyond the official workband as 

part of an AWS are not entitled to night differential. 
 

i. Each FHWA organization must establish official business hours that meet 
the type, nature, and location of the office.  All organizations are required 
to have appropriate office coverage during official business hours.  The 
official business hours for FHWA Headquarters are 8 a.m. to 4:30 p.m., 
Monday through Friday. 

 
j. Lunch periods are unpaid and, therefore, not considered hours worked. 

 
k. Participating employees and supervisors have a joint responsibility to 

ensure cooperation in administration of the program.  In the event that 
unforeseen work activities occur (e.g., major projects, meetings, or 
training), employees will be expected to adjust their schedules to meet 
FHWA needs.  Supervisors are expected to provide notice as soon as 
possible or as soon as it is known that an employee will need to adjust 
his/her work schedule. 

 
l. When approving a work schedule – including an employee’s request for 

an RDO, supervisors must assure sufficient office coverage is available 
during official business hours.  Employee requests for specific RDOs are 
not automatically approved.  Requests must be reviewed to create a 
balance between mission accomplishment and employee flexibility. 

 
m. Full-time employees on a maxiflex or other noncompressed work 

schedule, including a traditional 8 hour workday, are entitled to 8 hours 












