DEPARTMENT OF ADMINISTRATION


ATTENDANCE, LEAVE and FLEXIBLE SCHEDULE 

POLICIES AND PROCEDURES

PURPOSE:  To establish policies related to attendance, leave and flexible work schedules for the employees of the Department of Administration, and provide written procedural guidelines for requesting leave and the earning and taking of compensatory time.

WORK SCHEDULES: The standard workweek for full-time employees subject to the State Personnel Act is forty hours per week, and the normal workday schedule is five days per week, eight hours a day plus a meal period.  Work schedules are primarily associated with the needs of the positions, however employees may select a daily work schedule between 7:30 a.m. and 5:30 p.m. Monday through Friday with approval by the supervisor.  Some employees may choose to work an alternative or flexible schedule.  While these schedules are considered alternative to the standard workweek of five days, they must be implemented consistently, meet the operational needs of the organization, and be approved in advance by the supervisor.  Examples of flexible schedule options are listed below.  The meal period may be scheduled within the normal work hours to meet the operational needs of the work unit, but may not be used to shorten the workday.  Employees in Administrative, Executive or Professional categories, exempt from overtime pay provisions, may earn compensatory time hour for hour.  The granting of compensatory time is a decision made by the agency head and Division Director.

__________
Option #1: This option is the standard workday schedule to include five nine-hour days weekly with a lunch period of 1 hour per day.   Actual daily work time is 8 hours.  Both Subject and Exempt employees may select this option.  See example below.


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)

Week #2
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)

__________
Option #2: Four ten-hour days each week with a lunch period of 1 hour per day, and

one four-hour day.  The same day and time each week is selected for the four-hour day schedule.  Both Subject and Exempt employees may select this option.  See example below.


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1
Off – A.M.

1:00 – 5:00 
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)

Week #2
Off – A.M.

1:00 – 5:00
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)

__________

Option #3:  Eight ten-hour days, one nine-hour day, and one day off during a two-week

period.  Employees take a lunch period of 1 hour each day.  The FLEX day off occurs 

regularly the same day, and time slot each week.  Only Exempt employees may select

Option 3.  See example below.


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)

Week #2
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 5:30

12:00 – 1:00 (L)
Off – FLEX DAY
7:30 – 5:30

12:00 – 1:00 (L)
7:30 – 4:30

12:00 – 1:00 (L)
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ALTERED SCHEDULES: Some positions require extensive evening and weekend work to include working longer than an eight-hour day to complete program activities.  Employees must receive advance approval from the supervisor to earn compensatory time.  Normal work schedules may be altered on a case-by-case basis at the supervisor’s discretion only with prior notice being given.  Schedules are not to be altered at the employee’s discretion without prior approval by the supervisor.  Alterations to schedules include, but are not limited to, extending/shortening lunch periods, changing the time of scheduled lunch period, arriving early or staying late for the purpose of making up or accumulating time and/or taking work home. 

RESPONSIBILITIES:  Use of compensatory time, vacation or sick leave must be requested in advance, and approved by the immediate supervisor or their designee. Under normal circumstances, the employee must e-mail the supervisor and request vacation and sick leave one-week in advance of the anticipated absence.  The supervisor reviews the request and approves or denies based on the operational needs of the work unit and the employee’s management of their leave.   Prior to earning or taking compensatory time, the employee must receive advance approval from the supervisor.

COMPENSATORY LEAVE: This time is granted on an hour for hour basis and is not cumulative beyond a twelve-month period.  Compensatory leave is lost when an employee separates from State service and may not be transferred to any other type of leave or to another agency.

VACATION LEAVE: Employees are expected to come to work regularly and perform assigned duties and responsibilities.  Paid vacation is credited to employees to allow them to renew themselves physically and mentally in order to remain fully productive in the work environment.  Employees are encouraged to request this leave during the year in order to achieve this purpose, but should manage their time wisely.  All vacation leave is subject to supervisory approval.  Exceptions to requesting leave one week in advance will be made on a case-by-case basis subject to supervisory approval.

SICK LEAVE: Employees may request this leave for personal or family illness. Sick leave requests for medical appointments are to be submitted a minimum of one week in advance of the leave time to the immediate supervisor. In cases of unexpected illness, the employee must first contact their immediate supervisor within 15 minutes of their reporting time, the day of the scheduled absence and seek approval for the absence.  If the supervisor is unavailable, then the employee should contact the supervisor’s designee and request approval for absence from work.  If neither of them is available to speak with personally, then the employee should leave a detailed voice mail message with supervisor on the nature of the absence, and the expected duration of their absence.  Every attempt will be made to satisfy the request; however, final approval is always at the supervisor's discretion based on staffing and operational needs. 

BONUS LEAVE:  The General Assembly provided 80 hours of bonus leave effective September 30, 2002, and an additional 80 hours effective July 1, 2003.  Permanent, probationary, trainee and time-limited employees who earn leave are eligible to receive this bonus leave.  Part-time employees received a pro rata amount of the 80 hours.  Employees also received Bonus leave may be used for any purpose for which regular vacation leave is used, but also must be requested in advance and approved by the supervisor.  Any balance of bonus leave on December 31 will be retained by the employee and transferred from one calendar year to another.  It is not subject to conversion of sick leave.

______________________________________


________________________________________________

Date








Employee


Employee Work Schedule Selection Form

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name:
_____________________________________

Section:
_____________________________________

Branch:
_____________________________________
__________
Option #1:  Five nine-hour days each week with a lunch period of 1 hour per day.




Both Subject and Exempt employees may select this option.


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1






Week #2






__________
Option #2:  Four ten-hour days each week with a lunch period of 1 hour per day, and

One four-hour day.  The four-hour day should occur the same day and time each week.
Both Subject and Exempt employees may select this option.  


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1






Week #2






__________

Option #3:  Eight ten-hour days, one nine-hour day, and one day off during a two-week

period.  Employees take a lunch period of 1 hour each day.  The FLEX day off should

regularly occur the same day, and time slot each week.  Only Exempt employees may select

Option 3. 


Monday
Tuesday
Wednesday
Thursday
Friday

Week #1






Week #2






I understand that I am expected to adhere to this schedule, unless my supervisor approves exceptions or changes in advance.

____________________________
    _____________________________________
______________________________________

Date



Employee




Supervisor





