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ALTERNATE WORK SCHEDULES PROGRAM GUIDELINES

GENERAL PROVISIONS

1.  Departments will be open and minimally staffed from 8:00 a.m. to 5:00 p.m. each day.

2.  Lunch breaks will be either 30 or 60 minutes.  This arrangement will be at the discretion of management.

3.  Annual and sick leave earned is based on the usual biweekly rate; however, when leave is used for an entire

     day, employees are charged for their scheduled workday.

4.  Holiday leave is earned at the rate of 8.0 hours per holiday for full time employees.  When taken on a

     University observed holiday, it will be charged at the rate of 8.0 holiday leave hours.  If an employee is 

     scheduled to work more than 8.0 hours, the remaining workday hours must be charged to annual, personal,

     “accumulated” holiday, or compensatory leave, if applicable.

5.  University observed holidays will be taken on the day designated by TU unless they occur on the employee’s

     scheduled day off.  In that event, they will be added to the employee’s holiday leave balance.

6.  The number of hours of Personal leave granted to full time participants shall be in accordance with current 

     policy.

7.  All other leave will be given in accordance with TU and University System of Maryland rules and 

     regulations.

8.  Non Exempt employees who work over 40.0 hours in a pay week, must be paid cash or agree to receive

     compensatory time in accordance with TU policy.  

9.  Short term alternate work schedules of one or two pay periods will be approved by the Department Head.  

     Alternate work schedules lasting more than two pay periods will be approved in writing by the Department

     Head and forwarded to the Office of Human Resources for review.

10. If an employee requests a return to a normal workweek, approval will only be given at the discretion of 

      management.  Any employee abusing the privileges in this program will be returned to a normal workweek 

      for the department.

(over)

11.  An employee on an alternate work schedule may be required by management to adjust their schedule 

       temporarily in order to complete their job.

12. The purpose of the program is to provide flexibility for the accommodations of leisure time, improvement of

      life satisfaction, improvement of job satisfaction, accommodation of family responsibilities, reduction of 

      lateness and sick leave, curtailed overtime and improved productivity and service.

13. The program may be terminated at any time at the discretion of the department or University.

14. It is the responsibility of Department Heads to ensure that their area is properly covered and their employees

      adhere to these guidelines.

TYPES OF ALTERNATE WORK SCHEDULES

FLEX TIME

1.  There are “core” hours, e.g., 9:00 a.m. to 4:00 p.m., in which all participating employees must work.

2.  There is a “flexible band” of hours around the core hours in which employees have the flexibility to 

     complete their work day.  For example, the pre-core hours could be 7:30 a.m. to 9:00 a.m. while the post-

     core hours could be 4:00 p.m. to 5:30 p.m.  Under this arrangement, the daily start and stop times could

     change;  however, individuals are required to be present during the core period.

FLEXIBLE HOURS

1.  For this situation, an employee could work a different number of hours each day, such as, 10.0 hours one day

     and 6.0 hours the next day; or work on a regularly scheduled day off, such as, Saturday and substitute that 

     day for a scheduled work day in the same work week.

SPLIT SCHEDULE

1.  For this situation, an employee’s work day could be split.  For example, an employee could work 8:00 a.m.

     to noon and 4:00 p.m. to 8:00 p.m. in the same work day.

COMPRESSED WORK WEEK

1.  This would be a set schedule in which an employee would normally be scheduled to work 8 or 9 days in a

     pay period.
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ALTERNATE WORK SCHEDULES PROGRAM AGREEMENT

The following conditions govern participation in the alternate work schedules program:

1. Short term alternate work schedules of one or two pay periods are to be approved by the Department Head.

    Alternate work schedules lasting more than two pay periods are to be approved by the Department Head and

    forwarded to the Office of Human Resources for review.

2. Annual, sick, holiday, and personal leave are earned/credited in the usual manner with 8.0 hours being the 

    standard day for full time employees.  

3. A return to the standard work week is subject to the approval of the Department Head.

4. An employee on an alternate work schedule may be required by management to adjust their schedule 

    temporarily in order to complete their job.

5. Any employee abusing the privileges in this program may be returned to the standard work schedule for their

    department.

6. The alternate work schedule is subject to termination at any time.

I have read the conditions of the alternate work schedules program and have had the opportunity to ask questions.  My signature acknowledges acceptance of those conditions and the work schedule herein described.

Please check the appropriate schedule(s): Flex Time ______;  Flexible Hours______;  Split Schedule______;






       Compressed Work Week______.

(over)

Date:____________________

Employee’s Name (please print):___________________________

Date:____________________

Employee’s Signature: ___________________________________

Date:____________________

Approved:______







Disapproved:______ ____________________________________









 
       Department Head’s Signature
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	(TOTAL )=


                                                            TOTAL BIWEEKLY SCHEDULED HOURS: ________

* For flex time, indicate the range (e.g., Start – 7:30 a.m. – 9:00 a.m.; Stop – 4:00 p.m. – 5:30 p.m.)
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