Update and Continued Guidance for Use of Workplace Flexibilities
During the Washington Metropolitan Area SafeTrack Project
Communication #2—June 15, 2016
SafeTrack Surge #2 of the WMATA plan identifies a line segment shutdown covering the Orange, Silver
and Blue lines from Eastern Market to Minnesota Avenue/Benning Road effective Saturday, June 18
and ending July 3.
As a reminder, supervisors are encouraged to provide the highest level of flexibility in terms of telework
(e.g. up to 5 days of telework, same day recall), arrival times (e.g. allow start times after 9:30 am),
liberal leave (e.g. allow use of annual leave or earned credit hours as needed) to all employees that are
in need.
HUD supervisors and employees will need to work together to use workplace flexibilities (telework,
alternative work schedules, and leave) effectively to help reduce the impact of the SafeTrack Project on
the workforce, as well as on the operations of the agency.
Please note the guidance below is still in effect.
Adjustment of Core Hours
Core hours are defined as the hours each day that a full-time employee must be present for work.
HUD’s current core hours are 9:30 a.m. to 2:30 p.m. Effective Monday, June 4, 2016, core hours
for all employees stationed in the Washington D.C. Metropolitan area will be adjusted to
10 a.m. – 2:30 p.m. This adjustment will remain in effect throughout the SafeTrack project. In
accordance with the AFGE Agreement, Article 16, Section 16.03, for bargaining unit and for
nonbargaining unit, employees shall not begin work before 6:00 a.m. local time nor complete work
after 7:30 p.m. local time.

Recommendations for Accommodating Workplace Flexibilities
Telework
Supervisors are encouraged to provide the highest level of flexibility in terms of telework (e.g., up to 5
days of telework) but may not require an employee to participate in the Telework Program. The same
day recall provision and local commuting area restriction is hereby waived for the duration of the
SafeTrack project.
As per the telework policy, teleworkers must be available when working off-site as when working onsite. Teleworkers will be available via email and telephone and will respond to emails and voicemail
messages within the timeframe specified in your telework agreement.
As a reminder, employees must have an approved Telework agreement in place to Telework.
To learn more about HUD’s policy, expectations and requirements for teleworkers, please visit the
Telework page referenced below or contact your Telework Coordinator.
Hours of Duty
To ensure HUD employees meet mission needs with the least possible inconvenience to employees,
employees will be able to discuss adjustments to their work hours with their supervisors that might
enable them to travel to HUD during non-traditional “rush hour” times while still working and/or
taking leave to meet their daily work schedule requirements. Supervisory approval of employee work
schedules is still required, so that managers can ensure essential work functions can be completed.
Leave Approval
HUD’s leave policy remains unchanged. Supervisors should be lenient as it relates to leave requests due
to the impact of the SafeTrack project.
Changes to Regular Mode of Transportation
All employees are encouraged to research other modes of transportation such as vanpools, carpools,
commuter buses, VRE, MARC, bike to work, etc. Employees who are requesting a mode of
transportation change for the upcoming month will have to submit a HUD 80A “Recertification and/or
Change” form and submit the updated information to the Transit Subsidy Office. Changes must be
made before the 15th of the month to be effective for the upcoming month. Once paperwork is received
in the transit office, a confirmation email will be sent to the employee on what actions are needed to
have their new mode of transportation paid. Employees are reminded to be proactive and responsible
when using the Transit Subsidy Program. Any questions should be directed to (202) 402-2215 or
TransitSubsidyProgram@hud.gov.
Miscellaneous
Parking
Normal parking operations and enforcement will continue to be in effect at the Robert C. Weaver
building and public parking lots in the Washington, DC Metropolitan area.

HUD Fitness Center
For a limited time, the HUD Fitness Center is offering a free “SafeTrack” membership for new
members. “SafeTrack” members will have access to locker rooms and shower facilities only. The fitness
center hours of operation are Monday through Friday, 6 a.m. to 7:30 p.m. To learn more and to
complete a “SafeTrack” new member application including waivers and emergency contact information,
please visit the fitness center, located in B122 or call
202-708-1180.
Resource Information
The references listed below are provided to assist employees and supervisors in locating timely
information during the SafeTrack project.

HUDSafeTrackCommuterConcerns@hud.gov

