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Re:

Alternative Workweek/Summer 2011
President Meservey has authorized the implementation of an alternative workweek schedule during the summer of 2011.  Beginning Sunday, June 5, 2011 and continuing through Saturday, August 6, 2011, most employees of the University will have the option of completing their workweek in a four and one-half day schedule rather than the typical five-day schedule. The attached memo, which explains the program, is being distributed.  Participation forms will be mailed to each employee.  There are separate forms for librarians and classified staff.  Please read them carefully.  Only those employees requesting to participate in the program are required to return a form. (APA and exempt administrators should utilize the normal procedure for flexible scheduling.)

There are several items that I would like to bring to your attention.

1. Only full-time benefited employees are eligible to participate in the program.

2. Forms received in Human Resources after May 13, 2011 cannot be processed for this program.  HR/CMS requires us to change work schedules for all participants.  We have deadlines to meet in order to put this program in place.

3. Employees who participate in this program and who normally have a meal break as part of their workday are required to schedule a minimum meal break of 30 minutes.

4. Employees not participating will continue their regular schedule and meal breaks without change.

5. Be alert to summer vacation schedules of your employees when planning coverage of your department.  All departments are to be open five days a week.
6. I suggest you receive all forms from your department prior to approval of individual plans to assure departmental coverage and resolve issues.

7. The workweek beginning July 4th WILL NOT be a part of the alternative workweek program.  Employees will follow their normal schedule of 7½ hours per day/37 ½ hours (or 8 hours per day/40 hours for Unit II classified staff) for the week of July 4, 2011.

8. Please review all attendance and exception reports carefully during this program for accuracy and the correct number of hours of leave taken.  If employees who are scheduled to work 8.5 hours/day call in sick one day, they are charged 8.5 hours of sick leave.


