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A. The voluntary flexible schedule allows full time employees to schedule their work, with the approval 
of their supervisor, so as to work fewer than ten (10) work days within each 70-hour pay period. 
Generally those working a flexible schedule work nine (9) days within the 70 hour pay period. The 
Agency reserves the right to deny flexible scheduling based on factors such as, but not limited to; 
classification, job duties, and/or personal performance. 

 
B. Employees who wish to work a flexible schedule will coordinate that schedule with their Supervisors.  
 
C. In the event an employee should have to use unscheduled time (flex, vacation, personal, or sick leave), 

the amount of time used must correlate with the amount of time they were scheduled to work.  For 
example, if an employee calls in sick on a scheduled 8-hour day, they would be required to use 8 hours 
of sick time for that day. 

 
D. Holidays will be considered 7-hour days for all full-time employees. 

 
E. Employees are not eligible for flexible scheduling during the probationary period. In the event of an 

emergency, coverage within a particular unit may affect the overall team involvement in the flexible 
plan during the extent of the emergency.  

 
F. In all cases the Director has final discretion on all scheduling. 
 
GUIDELINES 

 
 
Definition: 
 
 
PROCEDURES 

 

A. The “9 of 10” voluntary flexible schedule allows employees to take off one day within a two-week, 
70-hour pay period. 

B. Employees who wish to work a “9 of 10” flexible schedule during a given pay period will 
coordinate the schedule with their Supervisors and Deputy Directors. Supervisors and Deputy 
Director will ensure that minimum coverage is maintained at all times. 

C. The flexible schedule form must be turned into the fiscal department no less than 1 week in 
advance. The employee should complete the Flexible Schedule form and obtain approval from 
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their supervisor and Deputy Director. Employees must include a full one-hour lunch break in their 
day. Appropriate use of other time (flex, vacation, personal, sick leave) is permissible to complete 
daily work hour requirements. 

D. The start of the workday must be between 7:30 and 8:30 am. The workday should be scheduled to 
end between 4:00 and 5:30pm.  Employees must work a minimum of 7 hours in a day and should 
schedule no day longer than 9 hours.  Work days longer than 9 hours can be scheduled based on 
Caseworker responsibilities and must be arranged in advance with the Supervisor.  Work weeks 
should be planned to not exceed 40 work hours for an aggregate of 70 hours over the 2-week 
period. 

E. Should an employee take an unscheduled day off, they are required to account for the hours that 
they were scheduled to work through flex, vacation, personal or sick leave time. 

F. Schedules for employees working the “9 of 10” flexible schedule must be posted in each unit, with 
copies to the receptionists in each building. 

G. Employees on probationary status are ineligible for the “9 of 10” flexible work schedule.  

H. The Executive Director has final discretion on all scheduling. 

I. An employee may not be eligible for flexible schedule if under disciplinary action. 
 
REFERENCES 

 
Form:  Flexible Schedule Sheet 
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