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FLEXIBLE WORK SCHEDULES 
I.
PURPOSE:

To provide alternative work schedules for employees that differ from the normal 8:00 a.m. to 5:00 p.m., Monday to Friday, work schedule.

II.
SCOPE:

Department wide.

III.
CONDITIONS:

The office must be adequately staffed from 8:00 a.m. to 5:00 p.m., with telephone coverage provided from 12:00 noon to 1:00 p.m.

A.
Because of the nature of DHSS’ work, it is imperative that staff normally be available to assist our customers and other DHSS staff during the core hours of 9:00 a.m. and 4:00 p.m.  With the exceptions of four 9-hour days and one 4-hour day shifts, evening/night shifts or 24-hour-a-day operations, flex-time requests that do not provide coverage during core hours (9:00 a.m. – 4:00 p.m.) will require an exception.  Exceptions based on special situations or circumstances may be approved by the Appointing Authority.

B. Flexible lunch periods may be approved during the hours of 11:00 a.m. to 2:00 p.m.  

C. The flexible work schedule is to be established on a permanent basis and is not a variable schedule to be used whenever the employee wishes. However, if a flexible work schedule is needed to accommodate a medical condition or treatment on a temporary basis, then the flexible schedule request must be accompanied by Administrative Policies 3.3A/Work Adjustment or Accommodation Request and 3.3B/Medical Information for Work Adjustment or Accommodation Request. (See also Administrative Policy 3.3/Workplace Adjustments and Accommo-dations for Employees with Permanent and Temporary Disabilities.)
D. If management or the employee desires to discontinue the flexible work schedule, at least ten (10) days written notice, including the reason therefore, must be given.  The schedule may be discontinued with less than ten (10) days notice under unusual circumstances as determined by the unit chief.

E.
All full-time employees must work a forty (40) hour work week.  Under certain circumstances, employees may be approved for a work schedule of ten (10) hours per day.  Workdays over ten (10) hours (not including compensatory time) will not be allowed.


Employees are allowed a 15-minute break for each four (4) hours worked and a one-half (1/2) hour meal break during a six- (6-) hour or more workday.  Rest periods may not be considered in adjusting work schedules.

F.
A holiday constitutes an eight- (8-) hour day.  During a week with a holiday, the employee must work thirty-two (32) hours.  Work in excess of that will be considered compensatory time.  It is up to the immediate supervisor to approve the adjusted holiday schedule.  Management is not obligated to allow the employees to work on the holiday or on other days in the workweek exceeding a ten- (10-) hour day.

G.
For those employees authorized to work before 8:00 a.m. or after 5:00 p.m., the supervisor will need to ensure that the work area is open or that access is available to the employee.

H.
If flexible work schedules are permitted within an organizational unit, all similarly situated employees within the unit are to be given an equal opportunity to be considered for a flexible work schedule.  However, a flexible work schedule cannot be approved if it has the effect of causing undue hardship on another employee.  “Undue hardship” shall be determined by the supervisor with concurrence of the unit chief.

I.
If an employee abuses the flexible work schedule privilege, he/she will be placed back on the regular work schedule.

IV.
PROCEDURES:

Certain requests for a flexible work schedule may be approved by supervisors and/or Division management. However, requests for a flexible work schedule outside of the normal five (5) eight-hour days per week must be approved by Division management as well as the Office of Human Resources (OHR). This includes request returning from a 9- or 10- hour work schedule to a five day 8-hour work schedule. The schedule change will be effective with the Saturday following the approval signature in OHR.

A.
SUPERVISORY-APPROVED REQUESTS 

If an employee wishes to work a flexible schedule that consists of five (5) eight-hour days per week but varied hours within the core hours of 9:00 a.m. to 4:00 p.m. (example: 7:30 a.m. to 4:00 p.m. with one-half (1/2) hour lunch), the below-listed actions must occur:

1. Employee must complete Administrative Policy 7.2A/Request for Change in Work Schedule indicating the desired flexible work schedule and submit the request to his/her immediate supervisor. 

2. The immediate supervisor shall review the requested flexible schedule to determine appropriate action. Approval is to be based on the duties of the position, the employee’s work performance, and the needs of the unit. Supervisors are responsible for ensuring the requested schedule is within the core hours of 9:00 a.m. to 4:00 p.m.  
3. The immediate supervisor shall forward the request through the chain of command at least two (2) supervisory levels for recommendation and/or approval. 

4. Final written approval will be provided to the employee by the member of management who approved the schedule. The employee may begin the approved flexible work schedule at the beginning of next workweek.  EXAMPLE:  employee submits request, approved by immediate supervisor, and then two more approvals:  Bureau/Unit/Section supervisors*.
5. The member of management who approved the flexible schedule shall forward a copy of the requested schedule and approval notice to OHR for inclusion in the employee’s personnel file.  
*The last approval level is the responsible party for notifying the employee and copying the approval notice and copy of request to OHR.
B.
OHR-APPROVED REQUESTS 

Due to the impact on SAM II time accounting, OHR must approve requests for flex time if the schedule is changing from an eight (8) hour day/five (5) days per week to a schedule of more or less than an eight (8) hour day in the workweek. A request outside the core hours must be reviewed at the Division level before forwarding to OHR for approval.
Below are the actions which must be followed to request a schedule as described above: 

1. Employee must complete Administrative Policy 7.2A/Request for Change in Work Schedule indicating the desired flexible work schedule and submit the request to his/her immediate supervisor. 

2. The immediate supervisor shall review the requested flexible schedule to determine appropriate action. Approval is to be based on the duties of the position, the employee’s work performance, and the needs of the unit.

Note:
Supervisors are responsible for ensuring the requested schedule is within the core hours of 9:00 a.m. to 4:00 p.m. to the extent possible. 

3. The immediate supervisor shall forward the request through the chain of command to OHR for approval. 

Note:
Changes from the “five (5) eight-hour days per week” may be subject to additional review by division management prior to approval.  Since many services require staff to be available to our customers and the public from 8:00 a.m. to 5:00 p.m. Monday through Friday, this schedule may not be appropriate for all jobs. Management responsibilities of section, unit, bureau and office chiefs and regional managers and above generally require that they be on duty during the normal five- (5-) day workweek.

4. Final written approval from OHR will be provided to the unit, who shall notify the employee. The employee may begin the approved flexible work schedule at the beginning of the next workweek. 

Prepared by:




Approved by:

_____________________________
__________________________

Chief, Office of Human Resources

Deputy Department Director
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