Guidelines for a Flexible Work Schedule

Flexible Work Hours usually begin with an 8 hour work day, but include a start and end time different form the usual 8:00 to 5:00 work day.  Flexible work hours may benefit both the employer and the employee by providing a better quality of work life.

CORE HOURS:  Setting core hours helps ensure that staff are at the work site during certain times.  This ensures attendance at meetings, functions, high volume times, etc.  For employees working a standard 40 hour Monday – Friday workweek, the usual core hours are 9:00 – 3:30 p.m.; however, core hours should be set to ensure proper coverage and reliability within an operation and they may vary by work location and operational needs.

FLEX HOURS:   With supervisory agreement, employees may start 2-3 hours before the core hours begin or finish 2-3 hours after the core hours end. (Assume a one hour lunch)
	Employee
	Start Time
	Core Hours
	End Time

	
	
	
	

	Ron
	7:00
	9:00 – 3:30
	4:00

	Randy
	8:00
	9:00 – 3:30
	5:00

	Renee
	9:00
	9:00 – 3:30
	6:00

	Ryan
	8:30
	9:00 – 3:30
	5:30


In this example, the supervisor has staggered hours so that there is some coverage in the early morning and in the late afternoon/evening.  The result is the operation has someone there from 7:00 a.m. to 6:00 p.m.  For many operations, especially customer services, this expanded coverage benefits the employer.  For employees, they have the flexibility to design a work schedule around their commuting, child or elder care, or other needs.

