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Maxiflex & Inclement Weather

A change in Operating Status affects employees on a Maxiflex work schedule in much
the same manner as it does for employees on any other type of work schedule. Because
the Maxiflex work schedule allows for some additional flexibility, however, this overview
has been developed to answer any questions that may arise.

Overview

While employees on Maxiflex do not have a set tour of duty, they typically plan out their
schedule at the beginning of each pay period or have a day to day expectation of the number of
hours they will work. As such, employees on Maxiflex are generally expected to follow this
plan/expectation when inclement weather leads to a change in Operating Status. If unusual
circumstances exist, an employee can discuss modifying their intended work schedule with their
supervisor. Core hours will need to be met by working or taking leave, unless the situation
calls for excused absence.

Examples

If an employee on a Maxiflex Work Schedule planned to work 9 hours on a day a change in
Operating Status is announced they have the following options:

- On a day when federal offices are open with the option for unscheduled leave or
telework, they can report to the office, request ad hoc telework, request unscheduled
leave, or a combination thereof that equates to 9 hours; or

- On a day when federal offices are under a delayed arrival, they can request ad hoc
telework or unscheduled leave for 9 hours or report to duty based on the delayed
arrival announcement (i.e. under a 2 hour delayed arrival, they would work at least 7
hours and request up to 2 hours excused absence);

- On a day when federal offices are closed, they can request ad hoc telework or
unscheduled leave for 9 hours, or a combination of both.

If they face unusual circumstances, such as a lack of dependent care for an infant, they may
request to re-arrange their hours on another day in the pay period and/or request unscheduled
leave. Supervisors do have the discretion to approve limited excused absence in appropriate
circumstances, as outlined in OPM and NIH inclement weather guidance.

If an employee on a Maxiflex Work Schedule did not plan to work any regular hours on a day a
change in operating status is announced, they may re-arrange their schedule to work regular
hours if they are able to report to the office or if they are on a telework agreement, are
prepared for ad hoc telework, and receive approval from their supervisor.
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Note: These examples are not intended to be all inclusive and instead are provided to serve as a
general guide for the impact a change in Operating Status has on an employee who is using a Maxiflex
Work Schedule. Employees and supervisors should review the complete guidance provided by OPM
and AlertNIH messaging during a change in Operating Status.

Resources

Manual Chapter 2300-610-4 Alternative Work Schedules: http://oma-
test.od.nih.gov/manualchapters/person/2300-6 | 0-4/

NIH Dismissal and Closure Procedures
https://hr.od.nih.gov/workingatnih/operatingstatus/procedures.htm
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