PERSONNEL POLICIES AND PROCEDURES

OREGON MILITARY DEPARTMENT

AGP POLICY: 99.100.16

Subject:  

Alternative Work Schedule

Applicability:  
All State Employees (excluding Fire Fighters, Resource Protection Patrol Officers, and employees performing production type work)

Effective Date:
1 September 1999

I.
PURPOSE: To provide direction and guidance for approving alternative or flexible work schedules for state employees.

II.
GENERAL POLICY: It is the policy of the Oregon Military Department to recognize the importance of the family and the employee’s need to meet their family health and dependent care obligations.  The agency is committed to provide employees the opportunity to work alternative or flexible work schedules when the work and mission of the agency are not compromised.

III.
DEFINITIONS:

A.
Regular Work Schedule: A work schedule of eight hours per day, 40 hours per week.  Normally, Monday through Friday, 0800 to 1630 hours.  

B.
Alternative Work Schedule: A work schedule other than a regular work schedule.    

C.
Flexible Work Schedule: A work schedule which varies either the number of hours worked or the starting and stopping times on a daily basis, but not necessarily each day.

D.
Normal Workweek: Seven (7) consecutive calendar days beginning at 0001 hours on Monday and ending on the following Sunday at 2400 hours.

E.
5-4/9 Workweek, (with every other Monday off): Seven (7) consecutive calendar days beginning on 1201 hours on Monday and ending at 1200 hours the following Monday.

F.
Workday: A workday is a twenty-four (24) hour period beginning at 0001 hours and ending at 2400 hours each day.

IV.
STANDARDS:
A.
A 5-4/9 work schedule (with every other Monday off) is the only alternative work schedule authorized by this policy.  Supervisors may seek approval for an alternative work schedule other than the 5-4/9 scheduled authorized by this policy from the Deputy Director of State Affairs provided operational and customer needs can be met. 

B.
Employee requests to work an alternative or flexible work schedule shall be made in writing to their immediate supervisor.  Consideration shall be made in the order of application.  If on the same day two employees submit requests preference shall be given to the employee with the most seniority.

C.
Supervisory approval of alternative and flexible work schedules shall be based upon meeting operational needs, providing adequate service levels and other provisions of this policy during normal business hours (0800 to 1630 hours) Monday through Friday.

D.
A supervisor may at anytime rescind his/her approval of an alternative/flexible work schedule if provisions of this policy can no longer be met.  Likewise, an employee may terminate an alternative or flexible work schedule at anytime.

E.
Alternative and flexible work schedules shall not impact or impair the agency’s ability to callback employees, schedule or grant overtime, or assignment or scheduling of work.

F.
An alternative or flexible work schedule shall not result in overtime.


G.
The daily starting and ending time for an alternative or flexible work schedule shall not start prior to 0600 hours nor end after 1800 hours.


H.
Alternative or flexible work schedules will initially be approved for a period not to exceed one (1) year for eligible employees.


I.
For employees who work an alternative or flexible schedule, accommodation to adjust the forty (40) hour workweek when a recognized holiday occurs, shall be executed in accordance with State policy or the applicable labor agreement.


J.
When a supervisor rejects or rescinds an alternative or flexible work schedule, the rationale for such action shall be stated in written form.  The affected employee may file an appeal with the State Personnel Office (AGP) within ten (10) working days from receipt of the notice.

1)  A panel comprised of two (2) union members and two (2) management staff shall review the action taken within five (5) working days.    

2)  In the event of a deadlock, represented employees may seek remedy through the grievance process pursuant to provisions of their labor agreement.  The Deputy Director of State Affairs shall issue a final and binding decision with respect to management and executive service employees within ten (10) days from the deadlock.  

V.
RESPONSIBILITIES:  

A.  The Adjutant General: Has overall responsibility for ensuring the Department is in compliance with this policy.


B.  Deputy Director of State Affairs:  

1)  Approves/denies supervisors’ requests for alternative work schedules not authorized by this policy.

2)  Issues a final and binding decision to management and executive service employees when their appeal for an alternative work schedule resulted in a deadlock by the review panel.     

C.  Director of State Personnel: Manages the implementation of this policy.


D.  Directors, Managers and Supervisors:  

1)
Evaluates requests for alternative and flexible work schedules on a first come first serve basis.  In the event that two employees submit requests on the same day, gives preference to the employee with the most seniority.

2)
Formulates decisions to grant/rescind alternative and flexible work schedules based upon operational needs, adequate service to the public and Commands, and other provisions of this policy.

3)
Issues written notification to employees denying or rescinding alternative and flexible work schedules when provisions of this policy are not met.  

4)
Seeks approval from the Deputy Director of State Affairs to grant an alternative work schedule other than the 5-4/9 work schedule (with every other Monday off) authorized by this policy.


VI. 
POLICY CLARIFICATION:
A.
An employee shall not fall in and out of a 5-4/9 work schedule for reasons of compliance with state and federal wage and hours regulations governing overtime.  

B.
Application of the 5-4/9 workweek shall be implemented or concluded as to not incur overtime or short an employee’s regular hours worked. 

Official:








///signed///








ALEXANDER H. BURGIN








Major General








The Adjutant General
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