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OFFICIAL HOURS OF WORK 
I.
PURPOSE:
To establish the official hours of work and expectations of employees and supervisors regarding attendance.
II.
SCOPE:
Departmentwide.
III.
POLICY:
A.
Work hours:
1.
The official office hours of the Department are 8:00 a.m. to 5:00 p.m. Monday through Friday except on official holidays.
2.
The normal lunch hour is from 12:00 noon to 1:00 p.m.  Offices are to remain open to the public during this period with at least one (1) employee providing receptionist and telephone services.
3.
Full-time employment consists of forty (40) hours per week.  The workweek is 12:00 a.m. Saturday through midnight on Friday.
4.
The duties of some positions may require regular work schedules other than 8:00 to 5:00.  Flexible work schedules may be requested and approved based on the needs of the Department (see Flexible Work Schedules, Section 7.2).
5.
Employees will normally be allowed a 15-minute rest period (break) in the morning and the afternoon.  Under some circumstances such as emergencies or workload deadlines, it may not always be possible to take breaks.  Time worked during a period normally designated as a rest period may not be considered as overtime and may not be used in adjusting a work schedule for lunch, late arrival, or early departure.
6.
Employees in part-time positions normally work on specified days or a specified number of hours during the day. An employee serving on a temporary or part-time unclassified appointment may work intermittently on an “as needed” basis as determined by the supervisor.
7.
Employees may be required to work overtime when necessary to meet the needs of the Department (see Overtime, Section 7.3).
B.
Employee Responsibilities:
1. Employees are required to report for work when scheduled to do so, to be at their work station at the starting time and at the prescribed time after rest and meal periods, and to remain on duty until the end of their work shifts.
2. Employees should notify their supervisors as far in advance as possible, but no later than within ½ hour (30 minutes) of the beginning of their scheduled workday, whenever they are unable to report for work or when they know they will be late.  Employees must provide a reason for the absence or late arrival and an indication of when they can be expected to report for work.
3. Employees are required to follow established departmental policies and local office rules when requesting and using leave.
4. Employees are required to notify and obtain approval from their immediate supervisors before leaving their work premises during working hours for any reason.
C.
Supervisory Responsibilities:
1. Supervisors should discuss the importance of regular attendance with employees, as well as possible disciplinary actions for attendance problems and the effect the attendance record will have on performance evaluations and promotions.
2. Supervisors should keep accurate time accounting records on each employee, including tardiness, authorized and unauthorized absences, and the reasons for any tardiness or unauthorized absences.  These records should be reviewed periodically to determine causes and patterns to the attendance problems.  Supervisors should check total time absent over a period of time for all types of absences, and make sure employees are giving proper notification of their absences.  
3. Supervisors should confer with employees who have attendance problems to discover the causes and attempt to find remedies to correct the problems.
4. Supervisors are expected to ensure that employees under their supervision understand their working hours, including the length of their lunch and rest periods.
5. Supervisors are expected to ensure employees under their supervision are on duty and working during their established work hours.
6. Supervisors must ensure that sufficient staff is scheduled to maintain necessary coverage before granting leave.  
7. Supervisors must ensure that employees are in compliance with the Fair Labor Standards Act and are not performing unauthorized work.  
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