
 

 

TITLE II 
ADMINISTRATIVE REGULATIONS 

 

CHAPTER 18 ALTERNATE WORK SCHEDULE 
 

 

18.01 Program 
 

The city recognizes employees are most productive when they are able to 

successfully achieve a balance in their personal and professional lives and that one way 

to achieve this is to promote a program of flexible or alternate work scheduling. A flexible 

or alternate work schedule program has been developed to promote such productivity. 

Dependent upon the needs of the city and the employee, employees may be permitted to 

work an alternate schedule. 

 
 
18.02 Purpose 
 

A. To develop work schedules, which will promote work production, and in 

turn, benefit the city as a whole. 
 

B. To allow the employee to balance work and personal pursuits, including 

education, recreational interest, and family time. 
 

C. To receive the merits of the Program. Such merits have been identified as 

increased cooperation and efficiency, better morale, decreased overtime, 

decline in sick leave and tardiness, and higher performance levels. 
 

D. To extend customer service hours, where feasible. The administrative 

business hours of the city will remain Monday through Friday, 8 a.m. to 5 

p.m. 
 

E. To demonstrate the city’s participation in an ozone reduction program 

through elimination of traffic pollution. 
 

F. To make reasonable accommodations for an employee who or whose 

family member has a serious health condition. Serious health condition, as 

defined by the Family Medical Leave Act, means an illness, injury, 

impairment, or physical or mental condition involving inpatient care or 

continuing treatment by a health care provider. 

 
 
 
 

 

  



 

 

18.03 Definitions 
 

Alternate Work Schedule. Restructuring the traditional work schedules so 

employees can combine personal and work responsibility more flexibly. To make 

the most of employee’s time, various options of work schedules in the Programs 

are offered. They include: 
 

A. Flextime, or 
 

B. Compressed Work Week 
 

Band Width. For the purposes of this Program, the earliest time non-exempt 

employees may arrive, e.g., 7 a.m. and the latest time they may leave; e.g., 7 p.m, 

or as defined by the department. 
 

Compressed Work Schedule. A flexible schedule where a full work week is 

completed in fewer than five days by increasing the number of hours worked per 

day; e.g., four-day work week at ten hours per day. 
 

Core Hours. For the purposes of this Program, the hours in a workday when all 

staff are needed; e.g., 10 a.m. to 3 p.m. or as defined by the department, when 

meetings are likely to be scheduled, customer contact is heaviest, etc. Due to the 

nature of the city’s operations, the core hours may not apply to employees who 

work shifts. 
  

Flextime Work Schedule. Permits flexibility in arrival and departure times. The 

time or hours are selected by the supervisor and the employee to complete a full 

work week of 40 hours. 

 
 
18.04 Authority 
 

A. The City Manager shall have the authority to amend, modify or revoke the 

Program on an individual, division, department, or city-wide basis. 
 

B. The department head shall have the authority to approve or disapprove 

employee requests to participate in the Program on an individual, work 

unit, division, or department basis. 
 

C. The department head shall  have  the  authority  to  schedule  and  
determine 

 
 



 

 

which employees shall have which days off and to amend, modify or 

revoke that schedule as appropriate or necessary. 

 
 
18.05 Participation 
 

A. Participation in the Program is entirely voluntary and is available to only 

those who are deemed eligible by the department head. 
 

B. An employee may not appeal or grieve the denial or revocation of a 

schedule or participation in the Program by a department head. 
 

C. An employee may terminate participation in this Program at any time. 
 

D. Management has the right to remove the employee from the Program if 

the employee's performance declines, if the Program fails to benefit the 

city’s needs or for policy violations. 
 

E. An opportunity to participate in the Program is offered only with the 

understanding that it is the responsibility of the employee to meet and 

adhere to all components and requirements, to include, but not limited to 

those listed herein. 
 

1. Employee understands that he/she is obligated to comply with all 

city rules, policies, practices, instructions, which apply to his/her job 

and any other specified agreements. 
 

2. Employee agrees that all tasks, duties, obligations, responsibilities, 

and conditions of employment shall not be changed by reason of 

participation in the Program. 
 

3. Employee who participates shall continue to accrue leave benefits. 
 

 

18.06 Participant Selection Criteria 
 

A. Any employee with an identified, documented performance problem shall 

not be selected to participate in the Program. 
 

B. The supervisor will assess each request on a case-by-case basis, and will 

consider the following factors to determine if the employee shall be selected 

to participate. 
 

1. If there is a need for adequate supervision of the employee. 
 

2. Positive  or  negative  effects  of  the  flexible  work  schedule  on  
the 

 



 

 

fulfillment of the employee's responsibilities. 
 

3. Positive or negative effects on customer service. 
 

4. Positive or negative effects on the remainder of the department, 

division or office. 
 

5. Positive or negative effects when working with contractors or clients. 
 

6. Additional costs or savings to be incurred or realized. 
 

7. Employee must have completed six months of employment with the 

city and be a full-time employee. 
 

8. The ability of the employee to work independently and effectively 

with little or minimal supervision. 
 

9. The employee's need for flexibility in work scheduling. 
 

10. Consideration of the employee’s performance indicators; within the 

last year, including, but not limited to, punctuality, attendance and 

quality and quantity of work performed. 
 

11. Consideration of the impact on the office, counter assistance, 

telephone coverage, attendance at meetings, work load, City 

Council, board and commission deadlines, project deadlines 

and any other factors that contribute to the city’s goal of 

providing the highest level of customer service will be 

considered. 
 

12. Consideration of other relevant factors that may affect the effective 

and efficient operation of the city, i.e., knowledge requirements, 

contact requirements, reference material requirements, travel 

requirements, and information security requirements. 

 
 
18.07 Request to Participate 
 

A. Short Term: When an employee wants to participate in the Program on a 

short term basis, not more than two weeks and within a pay period, a 

request to participate is made as follows: 
 

1. Submit a written request in the form of a memorandum to your 

immediate supervisor within one workday of the date your request is 

to be effective. 
 

2. The immediate supervisor shall submit a written response approving 
 



 

 

or denying the request. 
 

B. Long Term: The employee who desires to participate in the Program on a 

long-term basis, a minimum of two weeks up to a maximum of 120 days, 

shall submit a written request according to the following guidelines: 
 

1. The employee shall submit the Request for Alternate Work Schedule 

form to the department head within 15 days of the effective date to 

change the work schedule. If a 15 day advance written request is not 

feasible due to an unforeseen medical or other emergency, the 

employee's request may still be considered for approval or denial by 

the department head upon evaluation of the factors surrounding the 

request. 
 

2. The department head shall provide a written approval or denial to the 

employee's request within 10 days of receipt of the completed 

Request For Alternate Work Schedule form. 
 

3. To continue for up to another 120 days, the employee shall submit 

another Request for Alternative Work Schedule form. 
 

4. All eligible employees may be allowed the opportunity to participate 

in the Program on a rotational basis with other eligible employees 

every 90 days. 
 

C. The Alternate Work Schedule Program is a management tool--not an 

employee right. 
 

D. Denial of participation in the Program is not appealable or grievable. 
 

 

18.08 Work Tasks 
 

A. The employee shall meet with the supervisor to receive assignments and to 

review completed work as necessary or appropriate. 
 

B. The employee shall complete all assigned work according to work 

procedures mutually agreed upon by the employee and the supervisor. 
 

C. The employee’s job performance will be evaluated on criteria determined by 

the supervisor. 

 
 
18.09 Compressed Work Schedule 
 

A compressed work week schedule allows the employee to work additional hours 
 



 

 

each day in exchange for one day off. The employee shall complete a full work week of 
 
40 hours. 
 

A. The employee shall work the Core Hours of 10 a.m. to 3 p.m., or as defined 

by the department. 
 

B. Compressed work schedules may have periodic adjustments, as needed, to 

achieve an optimal schedule suiting both the employee and the city. 
 

C. The Band Width or earliest time an employee may arrive is 7 a.m. and the 

latest time he/she may leave is 7 p.m., or as defined by the department. 

 
 
18.10 Flextime Work Schedule 
 

A flextime work schedule permits flexibility in arrival and departure times. The work 

hours are selected by the supervisor and the employee to complete a full work week of 

40 hours. 
 

A. A flextime work schedule can be arranged in various ways to accommodate 

a work unit, division or department. When the department head establishes 

an alternate work schedule, A Request for Alternate Work Schedule form is 

not required. 
 

B. In lieu of receiving overtime pay in a work week, when a non-exempt 

employee physically works in excess of 8 hours a day, he may use those 

hours in excess of eight, and flex his work hours for the remainder of that 

work week (e.g., An employee works 10 hours on Monday, then uses the 

two hours worked in excess of the eight toward his workday on Tuesday to 

take off two hours.). 
 

The following provisions apply in such cases: 
 

1. When flexing hours in a work week, no Request for Alternate Work 

Schedule form is required. Prior supervisory approval is required. 
 

2. In one-hour increments, up to eight hours per day may be 

accumulated as “credit” hours and subsequently used as time off in a 

work week. 
 

3. Non-exempt employees shall flex hours within one work week. Hours 

can not be carried over from one work week to the next. 

 
 
 
 
 
 
 
 



 

 

18.11 Exempt Employees 
 

Exempt employees are expected to work whatever hours are necessary to 

accomplish required duties, tasks, and responsibilities. This often requires in excess of 

eight hours per day. To provide for employees to be more productive and to successfully 

achieve a balance in their personal and professional lives, a flexible work schedule will be 

permitted. The ability to flex one’s work schedule is dependent upon the employee’s 

workload and the impact on the city.  
 

The exempt employee’s alternate work schedule provisions are as follows: 
 

A. When an exempt employee physically works more than 8 hours a day, 

he/she may use those excess hours to flex his/her work hours within the 

same pay period. Hours may not carry over from one pay period to the next. 
 

B. No more than 8 consecutive hours shall be flexed in any given pay period. 
 

C. If additional leave is needed within a pay period, the employee shall use 

his/her accrued leave. 
 

D. Flex hours should not be recorded on time sheets. 
 

E. Such flextime work schedule changes shall be authorized in advance by the 

appropriate department head or immediate supervisor.



 

 



 

 

REQUEST FOR 
 

ALTERNATE WORK SCHEDULE 
 
 

This request is only required when participating in long term Alternate Work Schedule or 
Compressed Work Week. To allow for departmental scheduling changes, this form must 
be submitted at least 15 days prior to the effective date of the effective date for the work 
schedule change. 

 

EMPLOYEE NAME:      

JOB TITLE:   DEPARTMENT:   
 
 
 
 

EMPLOYEE’S REQUEST 
 

 

CURRENT SCHEDULE (Indicate your workdays and hours): 
 

ALTERNATE SCHEDULE REQUESTED (Indicate workdays and hours requested): 
 

 
 
 

EXPLANATION (Explain need for alternate work schedule): 
  
 
 

 

Employee certifies that he has read and understands the provisions of the Alternate 
 

Work Scheduling Program. 
 

Employee's Signature:  
 
 
 

 

 
 

DEPARTMENT HEAD’S RESPONSE 
 

Give detailed reason(s) for denial. Use additional paper, if needed. Response must be 

submitted within 10 days of receipt. 
 

 

Department Head's Signature:  
 
 
 
 
 

 

 


