DRAFT – NOT FOR IMPLEMENTATION OR GUIDANCE

FOR EXAMPLE ONLY

ALTERNATIVE WORK SCHEDULE (AWS) PLAN OPTIONS

1.  FLEXIBLE WORK SCHEDULE (FWS):  Lunch periods of at least 30 minutes must be scheduled during the mid-day flexible band.  The maximum lunch period will be one hour, unless extended lunch periods are authorized for educational or wellness purposes.  When a holiday falls on a non-workday and:  (a) The individual’s regular day off (RDO) is the same day as the holiday, that day is the employee’s holiday - the employee’s next scheduled workday will be their RDO; (b) The holiday falls on Sunday, the employee’s first regularly scheduled workday following the Sunday-holiday is the employee’s holiday; (c) The holiday is not a Sunday, the last regularly scheduled workday preceding the holiday is the employee’s holiday.  

A.   FLEXITOUR:  Individuals work 8-hours-per-day, 5-days-per-week and must be present during core hours unless on approved leave, credit hours, compensatory time, or excused absence.  Individuals select fixed starting and ending times from the flexible bands.  Once selected, the start and end times are not variable.  Individuals may request approval to adjust starting and ending times, by submitting a work schedule change to the supervisor for approval.  Supervisors may allow employees who are absent during core hours to make up time during flexible hours of the same day.  The Flexitour schedule may include the option to earn and use credit hours.
EXAMPLE:

Flexible Band
Core Hours
Flexible Band
Core Hours
Flexible Band

0600-0900
0900-1100
1100-1300
1300-1500
1500-1800

B.  MAXIFLEX:  Individuals work 80 hours per biweekly period.  The employee’s schedule may be set for the employee to complete his or her biweekly work requirement in eight, nine, or ten workdays.  The maximum hours that may be regularly scheduled on any day is 10 hours.  The 

10-hour day will not restrict individuals from working ordered and approved overtime, or earning credit hours.  Individuals must be present during core hours on all scheduled workdays unless on approved leave, credit hours, compensatory time, or excused absence.  Individuals may vary their beginning times, lunch periods, and ending times daily.  Individuals will maintain a daily sign-in and sign-out sheet that will be turned in to the supervisor and kept on file for one year.  If the employee’s work schedule calls for an eight-day or nine-day biweekly period, management may designate Core Days (such as Tuesday, Wednesday, and Thursday) when employees may not schedule their non-workdays.  The Maxiflex schedule may include the provision to earn and use credit hours.

EXAMPLE:

Flexible Band
Core Hours
Flexible Band
Core Hours
Flexible Band

0600-0900
0900-1100
1100-1300
1300-1500
1500-1800

2.  COMPRESSED WORK SCHEDULE (CWS):  Individuals must schedule a minimum of 30 minutes for lunch.  The maximum lunch period will be one hour, unless extended lunch periods are authorized for educational or wellness purposes.  When a holiday falls on a non-workday and the holiday falls on Sunday, the employee’s first regularly scheduled workday following the Sunday-holiday is the employee’s holiday.  If the holiday is not a Sunday, the last regularly scheduled workday proceeding the holiday is the employee’s holiday.

A.  5/4-9 schedule:  Individuals must work eight 9-hour days and one 8-hour day, and select one non-workday per biweekly pay period.

EXAMPLE:
Monday
Tuesday
Wednesday
Thursday
Friday
First week hours
9
9
9
9
8

Second week hours
9
9
9
9
OFF

B. 4-10 schedule:  Individuals must work eight 10-hour days and select two non-workdays per biweekly period.  

EXAMPLE:
Monday
Tuesday
Wednesday
Thursday
Friday
First week hours
OFF
10
10
10
10

Second week hours
10
10
10
10
OFF
