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DoDEA FORM 1422,   SEPT 2019
DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
DoDEA WORK SCHEDULE PROGRAM (DWSP) FORM
PRIVACY ACT STATEMENT 
 
AUTHORITY: 5 U.S.C. Chapter 61, Hours of Work; 5 U.S.C. Chapter 53, Pay Rates and Systems; 5 U.S.C. Chapter 57, Transportation, and Subsistence; and 5 U.S.C. Chapter 63, Leave; 5 U.S.C. 301, Departmental Regulations; 10 U.S.C. 136, Under Secretary of Defense for Personnel and Readiness; 31 U.S.C. Chapter 35, Accounting and Collection; and E.O. 9397 (SSN), as amended. PRINCIPAL PURPOSE(S): Information is collected to enable DoDEA management to identify and track employee schedules.  ROUTINE USES: Disclosures generally permitted under 5 U.S.C. 552a(b) of the Privacy Act of 1974, as amended, records contained herein may specifically be disclosed outside the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3).  Additional routine uses OPM/GOVT- 1, General Personnel Records can be found in https://dpcld.defense.gov/Privacy/SORNsIndex/Government-Wide-Notices.aspx   DISCLOSURE: Mandatory for time keeping and payment. 
1. EMPLOYEE NAME (Last, First, Middle Initial)
2. CHANGE EFFECTIVE DATE 
3. ORGANIZATION/SCHOOL  
4. REGION  
5. TYPE OF EMPLOYEE  
6. # OF PT HOURS BIWEEKLY
7. TYPE OF CHANGE  
8. TYPE OF SCHEDULE 
9. DAYS/HOURS OF WORK  
DAY	
START
END
RDO/TW
HRS/DAYS WORKED
SUN
MON
TUES
WED
THURS
FRI
      WEEK 1 TOTAL HOURS 
WEEK 1
10. COMMENTS 
11b. SUPERVISOR APPROVAL 
    11a. REQUESTING EMPLOYEE APPROVAL 
*By signing, the employee is validating that the above work schedule is correct and will be abided by. 
WEEK 2
DAY	
START
END
RDO/TW
HRS/DAYS WORKED
SUN
MON
TUES
WED
THURS
FRI
      WEEK 2 TOTAL HOURS 
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DEPARTMENT OF DEFENSE EDUCATION ACTIVITY
DoDEA WORK SCHEDULE PROGRAM (DWSP) FORM INSTRUCTIONS PAGE
INSTRUCTIONS
 
 
1. EMPLOYEE NAME: The name of the employee the schedule applies to. 
 
2. EFFECTIVE DATE: This date must be the beginning of a pay period. No changes can be made mid pay period.
 
3. ORGANIZATION/SCHOOL: This is the organization that the employee falls under. (e.g. Resource Management, Logistics, Europe Region Office, Heroes ES) 
 
4. REGION: This is the Region that the employee is geographically located in. 
 
5. TYPE OF EMPLOYEE: 
      Full-Time Employee - equals 80 hours per pay period. 
Part-Time Employee - equals less than 80 hours per pay period. 
 
6. PT # OF HOURS BIWEEKLY: This is only used for Part-time employees. You must include the total number of hours to be worked in a pay period per the SF50. Number of hours must equal the WEEK 1 & WEEK 2 TOTAL HOURS combined
 
7. TYPE OF CHANGE: 
     INITIAL SCHEDULE - Applies only to NEW DoDEA employees 
     CHANGE TO SCHEDULE - Applies to all changes including when moving from one organization (branch) to another.   
     NO CHANGE - Applies to all employees when requested from supervisor 
 
8. TYPE OF SCHEDULE: ALL SCHEDULES ARE SUBJECT TO MANAGEMENT DIRECTION/CHANGE Please review DoDEA Administrative Instruction 1422.1, "DoDEA Work Schedule Program" to get a full listing and complete definition of all schedule types. 
 
9. DAYS/HOURS OF WORK: This is where you input your start and end times for each workday (as applicable) and indicate the total hours worked per day/week/pay period for the applicable work schedule.  
 
Start/End - Must be in HH:MM (12:45) format in increments of ¼ hours only (00, 15, 30, & 45). 
 
RDO/TW Day  - Regular Day Off (RDO) only applies to 4/5-9 & 4/10 schedules. TW (Telework) only applies if the employee is on a regular telework schedule (HQ mostly) with an approved TW agreement. 
 
HRS/DAYS Worked - This is the total number of hours, for some teachers the whole or ½ day scheduled, to be worked. Remember this must be increments of ¼ hours only (0, 0.25, 0.5, 0.75, 1). 
 
WEEK 1, Week 2 TOTAL HOURS - This field is an auto calculated field from the hours/days worked fields. 
 
10. COMMENTS: Comment as necessary. 
 
11. SIGNATURES: Both the employee and supervisor signatures are required before submission can be made. 
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