Policies of the University of North Texas Chapter 5

1.3.25 Flexible Work Schedule Human Resources

Policy Statement. The University of North Texas endeavors to foster a work environment that
maximizes productivity and flexibility for supervisors and staff. Therefore, the University
supports the use of flexible work schedules that are designed to meet the operating and
customer service needs of each department. The availability of flexible work schedules is not
intended to change a department’s regular hours of operation, nor does it alter the
responsibility or diminish the authority of supervisors to establish and adjust work schedules.

Application of Policy.
All Staff.

Definitions.

1. Flex-time. “Flex-time” is an arrangement that offers flexibility in arrival, departure
and/or lunch times. Flextime does not alter the total number of hours worked in a week.
Employees can propose an arrival and departure time, for a total of eight hours of work
per day. For example:

e 7:00a.m. to 3:30 p.m. Monday-Friday (with an half-hour lunch)
e 9:00 a.m. to 6:00 p.m. Monday-Friday (with an hour lunch)
e 7:00a.m.to 4:00 p.m. (with an hour lunch)

2. Compressed Workweek. “Compressed Workweek” is an arrangement that enables
employees to work extended daily hours in order to take a portion of a day or a full day
off during the work period. For example:

e The "4-10" (or "4-40") work week (4 days at 10 hours per day)
e The "4-9-4" work week (4 days at 9 hours per day, and one 4-hour day)

3. Standard Full-Time Workweek. “The Standard Full-time Workweek” shall be no less than
40 hours. The normal office hours for the university are 8:00 a.m. to 5:00 p.m., Monday
through Friday.
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Procedures and Responsibilities.

1. Eligibility.

Eligibility for participation in flex-time or a compressed workweek schedule (flexible
work schedule) will depend on results of an assessment by the supervisor that
determines that the employee’s proposed work schedule will enable the employee to
fully meet job responsibilities and performance expectations.

Each supervisor is responsible for determining the best use of a flexible work
arrangement and must consider the impact on work effectiveness, efficiency and
productivity. Supervisors must attend mandatory training on the Flexible Work Schedule
policy before implementing it in their respective departments.

Flexible work schedules will be considered on a case-by-case basis and will be reviewed
on the basis of feasibility and assurance that the department’s efficient and effective
services will not be interrupted. While it is not required that flexible work schedules be
uniformly available to all positions in a department, supervisors are responsible for
ensuring the fair and equitable administration of this policy to eligible employees.

2. Requesting a Flexible Work Schedule.

If an employee wishes consideration for a flexible work schedule, he/she must submit
the request in writing to the supervisor, using the Flexible Work Schedule Request Form.
The supervisor will review the request and advise the employee of final
determination. All Flexible Work Schedule requests must have the approval of the
immediate supervisor and the appropriate Vice President or Vice President designee.

Departments are encouraged to make reasonable efforts to accommodate employee
requests for flexible work schedules, but should recognize that flex-time and
compressed workweek schedules are considered exceptional arrangements and
accommodations. Approval is granted only when the supervisor believes that the
change in working hours will accommodate the effective and efficient operation of the
University or department and the employee’s work performance will not be adversely
affected. This decision is at the sole discretion of the University and is not subject to the
grievance procedure.

The University reserves the right to suspend, cancel or amend this policy at any
time. Supervisors have the right to cancel or suspend use of flexible work schedules at
any time and to return an employee to his or her standard schedule if the employee’s
schedule does not allow the department to operate effectively and efficiently; if
changes in circumstances necessitate the return to standard schedule; or if an employee
experiences performance problems deemed to be related to the flexible work schedule.
Such circumstances will be evaluated on a case-by-case basis.
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Guidelines.

A.

A supervisor should consider an employee request based on
department/University needs and specific circumstances.

Flexible work schedules shall not adversely affect the services that are provided
to students, other operating units, co-workers or the public. The quantity,
quality, and timeliness of employee work must be enhanced or maintained.

Departments must ensure office services during the normal office hours of 8:00
a.m. to 5:00 p.m.

Adequate supervisory contact and/or employee accountability must be
maintained.

Flexible work schedules must not cause or contribute to the need for additional
staff, additional equipment, or for existing staff to work additional overtime
hours.

There is no requirement that flexible work schedules be uniformly available to
all positions in a department. Not every function is conducive to such scheduling
because of service requirements. This should not deter supervisors from
approving flexible work schedules for positions where such scheduling is
possible and/or would maintain services. Where multiple employees request
the use of a flexible work schedule, a method for the equitable allowance of
flex-time should be developed by the supervisor.

Employees are not required to participate if they choose not to do so.

No work schedule shall be implemented that results in a full-time employee
working less than 40 hours during the work week or does not provide the
employee with at least a 30 minute unpaid meal break each day.

Flexible work schedules should be established for an extended period of time,
and not on a day-to-day basis.

Flexible work schedules must be agreed to in advance by the supervisor and the
employee, must be in writing and must remain in effect until the written
agreement is amended or terminates.

A department that has established a flexible work schedule may discontinue,
temporarily suspend and/or alter the arrangement if work requirements change
or service is impaired. An employee may also request a change in schedule.

Schedule changes initiated by the supervisor require a minimum of 14 days
advance notice unless parties mutually agree to the change.
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M. Vacation and sick leave will reflect the hours scheduled for the workday. (For
example, if an employee is scheduled for 9 hours on Monday and requests
vacation for the day, 9 hours of vacation will be recorded on the timesheet).

N. During weeks in which paid holidays occur, the flexible work schedule should be
adjusted so that the 8 hours of holiday pay does not increase or decrease the
total hours scheduled in the work week or result in an overtime situation.

Responsible Party: Department Supervisors

References and Cross-references.
Regents Rule 5.1200

Forms and Tools.

Employees must complete and submit a request for a flexible work schedule to their supervisor,
using the Flexible Work Schedule Request Form.

Approved: 1/1/2009
Effective:

Revised:

7/2011 format only
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