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P6Hx23-2.14
PROCEDURE:  WORKDAY AND WORKWEEK

I.
A workweek and workday for the purposes of payroll processing begins Saturday at 6:01 a.m. and ends the following Saturday at 6:00 a.m.

A.
Instructional Faculty


Instructional faculty on 30 or 36 ECH contracts or the equivalent:

1.
During Sessions I and II, except as set forth in paragraph 3 below, the instructional workweek will be thirty (30) hours, averaging six (6) hours a day, not including lunch, to be scheduled for the efficient operation of the College;

2.
During Session III, the instructional workweek will be a minimum of eighteen (18) hours, averaging three and six tenths (3.6) hours a day, not including lunch, to be scheduled for the efficient operation of the College (Workweek hours in excess of eighteen (18) hours per week may be assigned to instructional personnel in health related programs during Session III if the curriculum requires the availability of such personnel for clinical responsibilities); and

3.
During Sessions I and II, in the year in which a member of the instructional faculty fulfills the thirty-six (36) credit hour or equivalent requirement in Sessions I and II, the instructional workweek will be thirty-six (36) hours, averaging seven and two-tenths (7.2) hours a day, not including lunch, to be scheduled for the efficient operation of the College.

B.
Administrative, professional and instructional faculty on 12-month contracts, salaried/exempt career service personnel:

The workweek in this category will be forty (40) hours, averaging eight (8) hours a day, not including lunch, to be scheduled for the efficient operation of the College.  Employees in these categories are not entitled to overtime compensation or compensatory time.

C.
Full-time hourly career service personnel:

The normal workweek will be thirty-seven and one-half (37-1/2) hours (7½ hour day) or forty (40) hours (8 hour day) (part-time career workweek shall be prorated accordingly) not including lunch, to be scheduled for the efficient operation of the College.

D.
Workdays during a designated four (4) day work week period shall be adjusted so that the total hours in the work week shall remain the same as the five (5) day work week.

E.
The President may authorize a change in employees' schedules as deemed necessary for the efficient operation of the College.

F.
The President has the authority to grant time off for employees exempted by the Fair Labor Standards Act where they have modified their work schedules at the College's request.

II.
Overtime Policy - Non Salaried/Non Exempt Career Service Employees

A.
There is no limitation as to the number of hours, either daily or weekly, an employee may work.  An employee may work as many hours as are agreed upon with the supervisor, provided overtime compensation is paid for hours worked in excess of forty (40) hours per work week.

B.
The regular rate is expressed as a rate per hour as established in the salary schedule.

1.
"Hours worked" is the time for which an employee is entitled to be compensated.  Vacation and sick leave (including personal leave) are not counted as hours worked in computing overtime hours.  Designated holidays and hours or days that the College is declared "closed" are considered as hours worked.  

C.
Employees are to be compensated at a rate not less than one and one-half (1-1/2) times the regular rate of pay for all hours worked in excess of forty (40) hours within a workweek.

D.
In certain instances employees may be granted compensatory time in lieu of overtime compensation.

1.
The compensatory time shall be at a rate of one and one-half (1-1/2) hours for each hour worked beyond forty (40) hours within the workweek.

2.
Compensatory time must be agreed upon in advance by the employee and the supervisor, both when it is earned and when it is used.  All approved compensatory time shall be recorded on the official time sheet and submitted as compensatory overtime to payroll.  Compensatory time shall be maintained in the College’s official HR payroll information system.

3.
An employee may not accumulate more than 240 hours of compensatory time.

4.
The supervisor shall allow the compensatory time to be taken within a reasonable time after a request, unless to do so would be unduly burdensome to the College.

History:
Adopted 1/21/86.  Amended 10/25/88.  Effective 11/1/88; 5/20/97.  Repealed - effective 5/31/97.  See Rule 6Hx23-2.14; Re adopted – 6/19/12.  Effective – 6/19/12.
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