
Division of Management Support Services
Guidelines for Alternative Work Schedule

Department Policy #306, Alternative Work Schedule, defines parameters that Divisions must follow if they elect to offer alternative work schedules to their staff.  The Division of Management Support Services has elected to allow the use of alternative work schedules when deemed appropriate.

A standard work schedule is defined as 8:00 A.M. to 4:30 P.M., Monday through Friday.  DMSS has defined an alternative work schedule as a schedule from one of two categories: Adjusted Work Schedule and Compressed Work Schedule.  Employees may request either an Adjusted Work Schedule or a Compressed Work Schedule, not both.

Alternative work schedules shall only be approved when service can be provided at the same or improved level, the impact does not result in overtime, and after consideration with the respect to workload impact on co-workers.  Other provisions of the Policy #306 shall apply unless specifically modified or excluded by these guidelines.  Schedules for each employee/unit shall be managed by supervisors using the DMSS guidelines 

Alternative work schedule determinations shall be made based upon operational needs, staffing requirements, service delivery requirements, and back-up coverage needs of each respective Unit.  Individual eligibility for an alternative work schedule will be determined based upon the job duties assigned to the position, the employee’s job performance, special needs, attendance, timeliness, and disciplinary record.

If situations arise which result in the need for a temporary work schedule change with a duration of up to two weeks, the supervisor shall have the discretion to grant said requests independent of the alternative work schedule process.

Any employee on an alternative work schedule may return to a standard work schedule at any time with supervisory approval.  The Division has the right to require the employee return to a standard work schedule at any time to meet the operational needs of the Division or for other work-related reasons.  Employees must remain in the approved alternative work schedule unless written agreement is documented approving a change.

Approved DMSS alternative work schedules shall be in agreement with all provisions of Merit Rules and State or Department Alternative Work Schedule Policies.  These guidelines exclude employees covered by a collective bargaining agreement. Categories for DMSS alternative work schedules are: 

A. Adjusted Work Schedule

An adjusted work schedule is one in which the employee, while still required to work 37.5 hours per week/7.5 hours per day, has the option to start and end the work day at pre-approved non-standard times during the day.  An adjusted work schedule continues to provide only 2 days off per calendar week.

Parameters for an adjusted work schedule are:

1. Employees will be expected to work a five day 7.5 hour per day work week.  

2. Work hour options must fall between the hours of 7:00 A.M. and 6:00 P.M. with a 30 or 60 minute lunch period completed between 11:00 A.M. and 2:30 P.M.


B. Compressed Work Schedule

A compressed work schedule is one in which an employee, while still required to work 75hours during a two-week pay cycle, has the option to start and end the work day at pre-approved non-standard times in order to meet the 75 hour requirements in nine work days.  A compressed work schedule results in one (1) additional day off for a total of 5 days off during a fourteen day period of work.

Parameters for a Compressed Work Schedule are:

1. Compressed work schedules shall commence at the beginning of a pay cycle and shall end on the last day of the pay cycle.

2. The employee may request the additional day off be any day of the week and/or occur in week 1 or week 2 of the pay cycle so long as the day off regularly occurs in the same week of the pay cycle.

3. Work hour options must fall between the hours of 7:00 A.M. and 6:00 P.M. with a 30 or 60 minute lunch period completed between 11:00 A.M. and 2:30 P.M.

4. If a holidays falls on an employee’s scheduled day off, the employee must reschedule and use the holiday hours, with supervisor approval, during the same week as the holiday.

5. Special types of leave, such as compassionate leave and holiday leave will be granted on an hourly basis in accordance with applicable Merit Rules.  If a compressed work schedule requires more hours than allowed for special types of leave, the shortage shall be made up with annual or compensatory leave.

6. State of Emergency days will be counted as the amount of time normally worked that day.  However if your scheduled day off is called as an emergency day, an additional day off will be granted unless that day is also a State holiday.
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Appendix A
Alternative Work Schedule Agreement

Employee Name:		Click or tap here to enter text.
Employee Position:		Click or tap here to enter text.
Employee Division/Unit:	Click or tap here to enter text.


Employee request the following alternative work schedule:
 
	First Week
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Start Time
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Lunch (30 or 60)
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐

	End time
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Hours Worked
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Second Week
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Start Time
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Lunch (30 or 60)
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐
	30   ☐
60   ☐

	End time
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Hours Worked
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


Reason for Alternative Work Schedule Request:  Click or tap here to enter text.

1. This agreement and schedule shall be effective: Click or tap here to enter text.
2. The term and conditions of the Alternative Work Schedule Policy are incorporated into this agreement by reference and made a part of this agreement.
3. I understand that this schedule may be modified or cancelled in accordance with the Alternative Work Schedule Policy.
4. Employee agrees that for determining eligibility for Merit system overtime compensation, a regularly scheduled work week may be more than 37.5 hours per week.  Overtime compensation shall not accrue until the employee has worked more than 75 hours in a two-week pay period.
5. Employee understands and agrees that this alternative work schedule will not result in a change in base pay.
6. Employee understands that alternative work schedule eligibility is a privilege.  Failure to abide by the terms and conditions of this agreement, or The Alternative Work Schedule Policy will result in loss of the privilege.
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      Signature of Employee: ______________________________________________________________	

Date: ____________________________________________________________________________

Signature of Manager/Supervisor: _____________________________________________________

Date: ____________________________________________________________________________

Signature of Division Director: _______________________________________________________

Date: ____________________________________________________________________________


