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COUNTY OF SANTA BARBARA

ALTERNATIVE WORK SCHEDULES

Introduction

Alternative Work Schedules refer to voluntary agreements between the employee and his/her department.  They are referred to as either flex schedules or compressed workweek schedules.  Collectively, they are referred to as alternative work schedules or flex work.

Some positions require work schedules other than the typical workweek of 5 consecutive eight-hour days in a 7-day pay period, e.g., Monday – Friday, 8 – 5.  These schedules are referred to as alternative work schedules.

An employee may request an alternative work schedule but the department head determines the feasibility of any individual alternative work schedule based on:

· Benefits to the department,

· Interactions required between the flexworker and other staff or customers during core hours (central portion of the day during which all staff are present),

· And demonstrated skills of the employee.

The agreement is usually for a prescribed time period, is revocable at the option of the employer, and subject to prior approval by the department head or his/her designee. 

Who Decides?
The department head determines whether alternative work schedules benefit the department.  The department may ask you to complete a Work Suitability Assessment to assist the department head in making the determination.  The Alternative Work Schedule/Telework Evaluation/Assessment Criteria can also assist the department in making an informed determination.  
The department head should consider whether the alternative work schedule option will be offered on a department-wide or selected basis considering:

· The availability of needed resources during non-core working hours,

· Uniqueness of employee job duties, working knowledge, and clients

· The benefit to extended office hours with regard to the public.

The ability to work an alternative work schedule is a privilege and not a right. Typically alternative work schedules are available if you have passed your initial probationary period unless other arrangements have been agreed upon between you and your department head.
If a change in working hours is approved and it is later found that the service provided is not the same quality or that the change is causing hardships for other workers, the department head may return the working hours to the original format with reasonable notice.

Note:  Alternative Work Schedules are designed as fixed, long-term changes in an employee’s schedule.  These long-term changes are distinct from short, temporary work schedule adjustments which may be made at any time at the discretion of the immediate supervisor to meet either the operational needs for the department or your personal needs.

How is time worked reported?
It is important to have a written agreement as to the work schedule of every employee, including those on an alternative work schedule.  If you are a full-time employee working other than an 8 hour day, you will be required to adjust your alternative work schedule or submit accrued vacation time or comp time during weeks in which a holiday falls.  If you are on an alternative work schedule, you should check with your department as to the time recording requirements.
All County of Santa Barbara policies regarding attendance and hours worked also apply to employees on alternate work schedules.  It is expected that employees may sometimes be required to work beyond the customary 40 hours per week to ensure successful completion of job responsibilities.  This applies to employees on alternative work schedules.  For all employees who are not exempt under FLSA and who are entitled to pay or compensatory overtime, overtime work must be pre-authorized by the supervisor.

Can agreements by rescinded?
You or your department head may rescind the agreement to a voluntary alternative work schedule with reasonable notice.

What is a typical alternative work schedule?
Examples of flex schedules:

Individualized start/quit times that remain constant each work day

Individualized start/quit times that vary daily, with the same number of hours worked each day

Individualized start/quit time with varied daily hours but the same number of hours worked weekly

Extended lunch times offset by additional hours at the beginning and/or end of the day

Examples of common compressed schedules:

1.0 FTE:
4/10 (Four 10 hour days = 40 hour week)
9/80 (Eight 9 hour days, one 8 hour day = 80 hours over 2 weeks)

Less than 1.0 FTE:

4/8.75 (Four 8.75 hour days = 35 hour week  /  .875 FTE

You are encouraged to take a lunch break and a short break in the morning and afternoon.  These cannot be waived in order to arrive late or leave work early.

What’s goes into  an Alternative Work Agreement?

Alternative work agreements contain the details of your assignment.  For voluntary alternative work schedules, use the Alternative Work Schedule Application/Agreement to apply for an alternative work schedule.  Your supervisor/manager will use this information to evaluate the appropriateness of your request.  If your request is granted, the terms and conditions of the agreement also will be documented on the form.  The agreement must be signed by you, your supervisor and your department head or his/her designee, and must be completed and in place prior to beginning the alternative work arrangement.
