
FLEXIBLE WORK SCHEDULE SAMPLE
I. [bookmark: _Hlk26448314]PURPOSE
The purpose of this policy is to establish written guidelines and expectations pertaining to flexible work schedules within the [Agency].  This document is not all-inclusive, and management has the authority and discretion to address any issues not specifically mentioned herein.  Managers and supervisors are expected to enforce this policy in a fair and consistent manner.

II. POLICY
Flexible schedules are permitted to meet both the employees' and the [Agency] need to provide quality services and to allow for special circumstances of the employees.  The [Agency] shall, to the extent practical, allow permanent, full-time, non-managerial employees to vary their work schedules from normal business hours. In all cases, the efficient and effective operation of the work unit shall be the primary consideration in approving or denying employees' requests for flexible schedules.

A. Work Schedule Options

Flexible schedule variations of normal work hours may include no less than four (4) and no more than five (5) days per workweek, and no less than four (4) and no more than ten (10) hours per day worked.  In addition to working a compressed workweek consisting of four (4) ten-hour days, flexible schedule variations may also include working five (5) days per workweek, eight (8) hours per day, with a starting time and ending time that differ from normal business hours.

Core hours in which employees are scheduled to work are 8:00 a.m. to 5:00 p.m.  The regular workweek consists of 40.0 hours, 8.0 hours per day, to include a 30-minute paid meal period.  The workweek begins at 12:00 a.m. Saturday and ends at 11:59:59 p.m. Friday.

The following schedule guidelines apply:
1. Employees are not to begin work prior to 7:00 a.m. or be scheduled to work after 6:00 p.m.

2. At least 30 hours of an employee's workweek must occur between core hours, Monday through Friday.



3. Generally, Saturdays and Sundays are not to be included as part of the flexible schedule workweek.

4. Weeks with holidays will be considered non-flexible schedule weeks for employees working schedules other than five (5) days per week, eight (8) hours per day

5. Employees will receive a 30-minute paid meal period for each scheduled workday in which he or she works six (6) or more hours.

6. Sick and annual leave shall be reported based on the exact number of hours absent from work.  For example, any employee scheduled to work ten (10) hours who takes off an entire workday on sick or annual leave would be charged ten (10) hours of the appropriate leave for that workday.

7. The regularly scheduled flexible day off cannot be changed to avoid the use of sick or annual leave.

8. Any emergency closing (due to, for example, security issues, weather conditions, or power outages) will affect only those employees at work at the time of release in accordance with the West Virginia Division of Personnel, Emergency Situations/Inclement Weather Policy (DOP-P4).  For example, employees on annual leave during an emergency closing will be charged annual leave for the absence.  Employees scheduled off on such days will not be entitled to comparable time off without charge to annual leave.

9. If the workload requires, employees will be called into work on a day they are scheduled to be off.  The same overtime rules used for overtime when working a normal five-day workweek would apply.

B. Eligibility
Employees must work a consistent weekly schedule and the following eligibility requirements shall apply:
1. Employees must have worked for the [Agency] at least six (6) months to participate in the flexible work schedule program.

2. Employees must have an EPA-3 rating of no less than "Meets Expectations."

3. Employees should have 40 hours or more of Annual Leave and 40 hours or more of Sick Leave. Consideration will be given to employees who have low leave balances as a result of a medical/health condition on a case-by-case basis.



4. Employees must demonstrate the ability to perform satisfactorily under reduced supervision and consistently observe the work attendance schedule.  Employees on a leave restriction plan are not eligible to participate in the flexible work schedule program.

5. In the event that two or more people in the same work unit request the same flexible schedule and cannot be accommodated, a decision for the initial assignment will be based first on the needs of the agency and then on continuous service with the [Agency] with subsequent assignments being made on a rotating basis, if appropriate.

6. A flexible schedule is a privilege that can be revoked on an individual basis if it detracts from the efficiency and effectiveness of the work unit or if the employee fails to adhere to the assigned schedule and/or perform satisfactorily.

C. Flexible Schedule Requests

Any eligible employee wishing to work a flexible schedule shall discuss with his or her immediate supervisor the possibility of entering the program. Each supervisor must carefully evaluate the needs of the agency and the needs of the employee to decide whether the employee is eligible to work a flexible schedule.

An employee may request to participate in the program by completing the [Agency] Flexible Work Schedule Request form (Appendix A) and submitting it to his or her immediate supervisor who will, if approved, submit the completed form to the Director for review and approval.  Incomplete forms and requests not submitted in compliance with these guidelines will not be given consideration.

Flexible schedule requests will be granted at the discretion of the Director based upon the standards set forth in this policy.  If such requests create scheduling problems or interfere with the workload commitments of the work unit, the Assistant Director may deny the request.  An employee may request that the Director review a request denied by the supervisor or Assistant Director.

Each Assistant Director is responsible for monitoring the flexible schedule program, answering questions, and ensuring the resolution of problems.  Supervisors must address the approved flexible schedule on each annual employee performance appraisal form to determine if the employee may continue to participate in the program.


III. EFFECTIVE DATE:  [Date]


IV. POLICY NUMBER:  [Agency] 

V. DISCLAIMER:

The information and procedures in this policy should not be construed to supersede any State or federal law or regulation.  In the event any section, portion or clause of this policy is deemed to be void, unlawful or unconstitutional, such invalidity shall not affect the remaining sections, paragraphs, clauses or provisions, and the remaining paragraphs and clauses thereof shall be and remain in full force and effect.  The Director has authority to change this policy at any time with written notice to employees.


Approved and Issued By:


______________________________________		__________________
[Name & Title] 					                                          Date




























APPENDIX A
FLEXIBLE WORK SCHEDULE REQUEST SAMPLE

SECTION 1 – To be completed by employee.

Date:_________________ 

Employee Name:____________________________  Position Title:_______________________________ 

[AGENCY] Section:______________________________________________ 

Select Requested Flexible Schedule Option:

□ Compressed work schedule:   M   TU   W   TH   F   (circle requested day off)

□ Flexible work hours schedule:  ________AM   ________PM

Meal Period Requested:____________

_______________________________                                               
Employee Signature/Date

I certify that I have received a copy of the [Agency] Flexible Work Schedule policy.  My signature acknowledges my receipt of the policy and my understanding of its contents.


SECTION 2 – To be completed by employee's immediate supervisor.

[bookmark: _Hlk26521916]Is employee a non-manager?      Y       N   (circle one)

Are employee's ANNUAL leave hours total accrued at 40 hours or more?      Y       N   (circle one)

Are employee's SICK leave hours total accrued at 40 hours or more?      Y       N   (circle one) 

Has employee demonstrated continuous punctuality?      Y       N   (circle one)

Employee EPA Date: ___________    EPA Rating:   Meets Expectations   Exceeds Expectations (circle one)

Does requested flexible work  schedule meet the business needs of the section?      Y       N   (circle one)

Approved:      Y       N   (circle one)

Attach justification if the response to any question in Section 2 is "No" and the request is still approved.


____________________________                                                      ____________________________
Supervisor Signature/Date				               Director Signature/Date
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