Hours and Schedules

Summary

College Office Hours

College offices are generally open Mondaytlgh Friday and minimallfrom 8:30 a.m. until
4:30 p.m. Offices also may lmpen during additional hours, egthduring the week or on the
weekend, when deemed necessary by the supeofiite office to carry out the duties of that
office.

Working Hours

The normal workweek for mostlfttime nonexempt employees corsisf five, seven- or eight-
hour days, including a one-hour unpaid lamperiod at midday, Monday through Friday.
Scheduling needs are determined within depants, and immediate gervisors will inform
staff members of their specific work scludes. Schedules are subject to change.

The college’s standard workweek begin§ 200 a.m. on Sunday aedds at 11:59 p.m. the
following Saturday. Some employees, particul@hiyse who work in Public Safety, Dining
Services and Facilities Managemiemay be assigned to spec#iaifts or workdays other than
those detailed above in orderdomplete required tasks ornmaintain the required 24-hour
departmental operations. Supeorsmay require employees to work overtime, or to work hours
other than those normally scheduled, whenegeessary. (See Overtimecsion.) As previously
stated, exempt employees are expetiasiork a minimum of 40 hours per week.

Flexible Scheduling

The college will consider requests to develop flexible schedules during summer months.
Requests for flexible work sctieles should be structureddasure that the needs of the
applicable department continue to be nRetquests must be approved by the employee’s
supervisor and department head in advan@efally working the schedule. Flexible schedules
may not be established that exceed th& toours budgeted. Employees may not establish
flexible schedules that includeorking more than 40 hours in a single seven-day workweek. For
example, employees may not aptschedules that include warg 45 hours in one workweek

and 35 hours in the next workweeknake up a full 80-hour pay period.

Examples of the types of schedsithat may be consideredla request of the employee and
approved at the discretion of the supsov and department head include:

x Full-time employees who normally wosgeven hours a day, five days a week, a
35-hour workweek (70-hour two-week ppgriod), may work a combination of
predetermined seven-, eight-, nine- &0dhour days that equal 70 hours of work
over the two-week pay period, which péisrthe employee ttake off one day






