


COMPRESSED WORK SCHEDULE

PROCEDURES (con't):
Leave

Leave is granted in accordance with the Merit System Rules and Regulations up to the number of hours
in the employee's regular (not compressed) work day. Employees who normally work 40 hours a week,
have a regular work day of 8 hours.

Compressed schedules require some modification in the arrangement of work hours and the use of leave.
Compressed Work Schedules allow an employee to compress their standard work hours into fewer, but
longer work days. Because of this, the employee must designate enough additional leave to cover his/
her full compressed work day hours.

. Taking a Day Off: If an employee wants to take off a full compressed work day, the employee
must designate enough accrued leave to cover the number of hours scheduled for that day. For ex-
ample, if the employee is sick on his/her compressed day of 9.0 hours, the employee should designate
9.0 hours of his/her Sick leave.

In cases when an employee is eligible for 8 hours of Commission paid leave, i.e. Jury, Bereave-
ment, or Holiday leave, the employee is responsible for designating his/her own accrued leave to cover
the balance of compressed work hours scheduled for that day.

. Personal/Bereavement: Full-time employees are granted up to 3 days of leave at 8 hours per
day (total of 24 hours). Employees may use this leave in any combination to cover compressed work sched-

ule hours.

. Holidays: Full-time employees are granted 8 hours of Holiday leave on Commission holidays. The
following illustrates the administration of Holiday leave. -

A Commission holiday falls on an employee’s compressed work day: If a holiday falls on an

employee's scheduled compressed work day, the employee will be granted 8 hours of holiday
leave. If the employee is scheduled for more than 8 hours, he/she may make up the remaining
portion of the scheduled work day, the employee may be permitted to:

1. Take his/her accrued leave to make up the difference, or
2. Make up the difference on another day. This option requires prior approval by the
employee’s department.

A Commission holiday falls on an employee’s compressed day off: When a Commission holiday

is observed on an employee’s compressed day off, the supervisor shall assign the employee an
“alternate” day off within the same pay period in which the holiday occurs. The work schedule
shall be adjusted so the total work week hours are not affected. In an exceptional case which
does not permit the granting of an alternate holiday within the same pay period as the Commis
sion holiday, the employee must be credited with 8 hours of compensatory leave (earned). The
employee should be permitted to use this leave as soon as possible.

. Emergency Closings: In cases involving emergency closings, employees may be granted Admin-
istrative leave hours equivalent to their scheduled work day. For example, if an employee is scheduled
to work 9 hours, then 9 hours of Administrative leave may be granted.

Questions regarding time keeping and leave usage may be directed to the Payroll Section, Finance Department.
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COMPRESSED WORK SCHEDULE OPTIONS

Supervisors and employees may agree to other variations of Compressed Work Schedules providing
that non-exempt employees are not scheduled for more than 40 hours in any one work week

(Note: All hours worked over 40 are subject to overtime provisions contained in the Merit System
Rules and Regulations).

OPTION 1
COMPRESSED-4 WORK SCHEDULE
Example 1 Example 2
Day '
Monday 10 hours 10 hours
Tuesday 10 hours 10 hours
Wednesday 10 hours Compressed Day
Thursday 10 hours 10 hours
Friday Compressed Day 10 hours
TOTAL 40 hours 40 hours
HOURS/WEEK

o The employee is scheduled for only one compressed day off in each work week.

Asan ; one ressed-4 work week (wee Wi
a regular 40-hour work week (week 2).

OPTION 2
COMPRESSED-4.5 WORK SCHEDULE
Example 1 Example 2
Day
Monday 9.0 hours 9.5 hours
Tuesday 9.0 hours 9.5 hours
Wednesday 4.0 hours 8.5 hours
Thursday 9.0 hours 8.5 hours
Friday 9.0 hours 4.0 hours
TOTAL 40 hours 40 hours
HOURS/WEEK

*The employee is scheduled to work only one half-day off in a work week.




COMPRESSED WORK SCHEDULE OPTIONS

OPTION 3
COMPRESSED-9 WORK SCHEDULE
Bi-Weekly Employees
Example 1 Example 2 (Exempt Employees only)

Week 1
Monday 8 hours Compressed Day
Tuesday 8 hours 9.0 hours
Wednesday 8 hours 9.0 hours
Thursday 8 hours 9.0 hours
Friday 8 hours 9.0 hours
Week 2
Monday 10.0 hours 9.0 hours
Tuesday 10.0 hours 9.0 hours
Wednesday 10.0-hours 9.0 hours
Thursday 10.0 hours 8.5 hours
Friday Compressed Day 8.5 hours
TOTAL 80.0 hours 80.0 hours
HOURS/PAY
PERIOD

e The employee is scheduled for only one compressed day off in each bi-weekly pay period.




COMPRESSED WORK SCHEDULE AGREEMENT (page 1 of 2)

COMPRESSED WORK SCHEDULE AGREEMENT

The employee, supervisor, and Department Head (when applicable) agree that the employee may
work a compressed work schedule. Once approved by the department, this Agreement implements the
Compressed Work Schedule.

1. Employee should have Part A completed by the Department Head or designee prior to
completing Part B.

A. To be completed by the Department Head or his/her designee:

The employee must work number of hours during his/her pay period.
The core hours for the unit are . to

The service hours for the unit are to

The bandwidth hours for the unit are to

B. To be completed by the employee:

The employee requests to work the following schedule which meets all hours specified

above. The effective date of the schedule will be

Week 1 Week 2
Lunch - | Work Lunch Work
Start | From | To End |[Hours{ Start | From To |End |Hours
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Total Work Hours Total Work Hours
2. The employee's salary, benefits, and job responsibilities are not affected by this Agreement.
All overtime and compensatory time must be approved consistent with Commission policy.
3. The employee understands and agrees to the provisions on the use of leave and earning of
holiday pay as outlined under the Leave Section, Compressed Work Schedule Administrative
Procedures.




COMPRESSED WORK SCHEDULE AGREEMENT (page 2 of 2)

The supervisor or employee may terminate this agreement with written notice of at least ten

(10) working days. The employee's notice to terminate must be agreed to by the supervisor.

The employee agrees that the supervisor may temporarily change the work schedule in order

to maintain the effectiveness of the employee's work unit. Prior written notification is not

required.

Employee:
Signature:

Supervisor:
D Approve Employee's Request

Signature:

Department Head:

Date:

D Deny Employee's Request *

Date:

~ —

D Approve Employee's Request

Signature:

D Deny Employee's Request

Date:

* Forward to Department Head the basis for denial, along with a copy of this form.

This agreement is not an employment contract. The terms and conditions of employment are governed
by all applicable laws and established Commission policies, this agreement notwithstanding. If any
conflict exists between this document and any laws or Commission policies, the laws and Commission

policies shall govern.




