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PERMANENT EMPLOYEES ON A PART-TIME SCHEDULE
The conditions of employment for part-time employees are different than those for full-time employees.  The differences are outlined below.

WORK SCHEDULE

Part-time employees must have a regularly scheduled tour of duty of no less than 16 hours and no more than 32 hours per week.  The part-time schedule will be documented on a SF-52 Personnel Actions Request.   Any subsequent change in regularly scheduled tour of duty must be requested and approved on a SF-52.

LEAVE

Annual leave is earned on a prorated basis as follows:

· One (1) hour of annual leave is accrued for every 20 hours in a pay status for part-time employees with less than three years of service.

· One (1) hour of annual leave is accrued for every 13 hours in a pay status for part-time employees with at least three years of service, but less than 15.

· One (1) hour of annual leave is accrued for every 10 hours in a pay status for part-time employees with 15 or more years of service.

Sick leave is earned at the rate of one hour for every 20 hours in a pay status.

HOLIDAY PAY

Holiday pay is received only if the employee is regularly scheduled to work on that day and only for the hours scheduled.

HEALTH BENEFITS

Part-time permanent employees enrolled in Health Benefits receive a Government contribution.  However, instead of the full Government contribution received by full-time employees, the Government's contribution is prorated according to the number of regularly scheduled hours.  The amount of Government contribution is determined by dividing the average number of hours the employee is scheduled to work during the pay period by the average number of hours worked by a full-time employee (normally 80 hours per pay period).  The employee's health insurance premium is increased to absorb the difference. 

Example: Mary is scheduled to work 36 hrs during a biweekly pay period, and the Government contribution for her health benefits plan is $61.38 bi-weekly for full time employees.  The Government contribution for her health benefits as a part-time employee is:

36 (hours scheduled for pay period) divided by 80 hours of full-time employees = .4500

$61.38 (Government contribution/ full-time) X .4500 = $27.62 (Government contribution/ part time). 

Since total premium (Government and employee share) for her health benefits plan is $92.35, Mary’s share of the premium is $64.73 ($92.35- $27.62). 

The employee has the opportunity to change from one plan to another within 60 days of changing their work schedule from full-time to part-time.  

To find out the Government contribution for your health benefits plans, you can call the HRSC SW Benefits Line at the telephone number or email address listed below.

LIFE INSURANCE

The amount of life insurance available through the Federal Employee's Group Life Insurance (FEGLI) is reduced since it is based on the part-time annual salary.  The amount of basic life insurance coverage is equal to the greater of (a) the employee's part-time annual salary rounded to the next $1,000 plus $2,000, or (b) $10,000 (minimum life insurance value).  Option B-Additional life insurance is based upon multiples of the employee's part-time annual salary.

RETIREMENT

Retirement eligibility is not affected by part-time employment since service is credited by calendar days.  However, the amount of annuity will be affected by part-time employment.  Under the Civil Service Retirement System (CSRS) and the Federal Employees Retirement System (FERS), the annuity is reduced by a proration based on the actual amount of service (both full-time and part-time) over the individual's total civil service career.

THRIFT SAVINGS PLAN (TSP)

TSP contributions are based on an employee's basic salary per pay period.  If you are contributing a percentage of your basic salary, your contributions will be less on a part-time schedule since your basic earnings will be less.  If you are contributing a specific dollar amount, that same dollar amount will be deducted even though you are on a part-time status as long as it does not exceed 5% of basic pay under CSRS or 10% of basic pay under FERS.  If the deduction is too high, you could either terminate your contribution now or adjust your contributions during the next open season.


MISCELLANOUS

Part-time work is prorated towards meeting qualification requirements for promotion.

Part-time employees receive full-time credit towards career tenure, completion of probationary period, within grade step increases, length of service for leave accrual rates, and time-in-grade restrictions on advancement.

Part-time work will affect the computation of severance pay and voluntary separation incentive pay.

FOR FURTHER ASSISTANCE

If you have questions concerning health insurance, life insurance, retirement, or TSP, please contact the HRSC SW Benefits and Performance Division at the number or email address at the bottom of this page.

If you have any questions concerning leave, pay, or time in service requirements, please contact your servicing Human Resources Office (HRO).

Human Resources Service Center Southwest

Benefits and Performance Division, Code 43

525 B Street, Suite 600

San Diego, CA  92101-4418
Telephone Toll Free 1-888-320-2917

Fax (619) 615-5548

Email:  benefits@sw.hroc.navy.mil
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