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Nontraditional work schedules allow employees to work on a schedule that falls outside of the agency’s 
scheduled work day. All part-time employees are considered to work a non-traditional schedule, and will 
plan their time at the agency by developing a nontraditional work schedule that fits the employees and 
agencies needs. Full-time employees may also be considered to work a nontraditional schedule for 
personal reasons or to better accommodate job responsibilities. Nontraditional work schedules represent 
an agreement between the agency and the employee for when the employee is expected to be on duty 
during the work week. 
 
Employees who wish to work a Nontraditional Schedule will coordinate that schedule with their 
Supervisors and the Executive Director. The Agency reserves the right to deny non-traditional scheduling 
based on factors such as, but not limited to; classification, job duties, and/or personal performance. In all 
cases the Director has final discretion on all scheduling. 
 
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. 
 
Holidays will be considered 7-hour days for all full-time employees. 
 

GUIDELINES 

 
1. Nontraditional work schedules shall not adversely affect Agency services. The quantity, quality, 

and timeliness of employee work must be enhanced or maintained.  
2. Adequate supervisory contact and/or employee accountability must be maintained.  
3. Nontraditional work schedules must not cause or contribute to the need for additional staff or for 

existing staff to work additional overtime hours.  
4. Employees are not required to participate if they choose not to do so.  
5. The start of the work day must be  between 7:30 and 8:30 am, and end between 4:00 and 5:30 pm, 

Monday through Friday 
6. Employees must include a full one hour lunch break in their day.  
7. Holidays will be considered 7 hour days for all full time employees, so work time in a week with a 

holiday must be planned accordingly.  
8. Part-time employees shall receive holiday pay on a pro-rated basis, based on the daily average of 

actual hours worked, excluding overtime hours worked, in the previous calendar quarter. The 
figure shall be calculated for the preceding calendar quarter on the first day of Jan., April, July, and  
October of each year (per Section 6.02 of the Personnel Policy Manual). 
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9. Should an employee take an unscheduled day off (flex, vacation, personal or sick leave) they are 
required to charge the time they were scheduled to work. For instance, if scheduled to work  8 
hours, then 8 hours of sick, flex, vacation, or personal time must be used. 

10. Schedule changes initiated by the supervisor will be given a reasonable amount of time to take 
effect unless parties mutually agree to the change.  

11. Safety issues should be a consideration; employees may not be scheduled to work alone or in 
isolated areas.  

12. Staff members on nontraditional work schedules earn the same rate of pay and are eligible for the 
same benefit programs as if they were working on a traditional schedule.  

13. Schedules for employees working a nontraditional schedule must be posted in each unit, with 
copies to the receptionist in each building. 

 
Definition: 
 

PROCEDURES 

 

A. If an employee wishes consideration for a nontraditional work schedule, he/she should submit the 
request in writing to the supervisor. The supervisor and the Deputy Director will review and make a 
recommendation regarding the plan and forward it to the Executive Director for final approval. The 
decision for final approval is at the sole discretion of the Executive Director and is not subject to the 
grievance procedure.  

B. Supervisors are encouraged to make reasonable efforts to accommodate employee requests for 
nontraditional work schedules, but these are considered exceptional arrangements. Approval of an 
individual request is granted only when management feels the change will enhance the operation of 
the Agency, and trusts that the employee’s work performance will be maintained. A nontraditional 
work schedule may be discontinued, temporarily suspended and/or altered if work needs change or 
service is impaired. An employee may also request a change in schedule.  

C. It is not required that nontraditional work schedules be uniformly available to all positions in the 
Agency. Not every function is conducive to such scheduling because of service requirements. This 
should not deter supervisors from approving or establishing nontraditional work schedules for 
positions where such scheduling is possible and/or would enhance services. Where multiple 
employees request the use of a nontraditional work schedule, a method for the equitable allowance of 
flex time or compressed workweek should be developed by the unit if possible and appropriate, 
relative to the Minimum Coverage Plan. 

D. The Agency also reserves the right to cancel or suspend use of nontraditional work schedules at any 
time and to return an employee to his or her standard schedule if the employee’s schedule does not 
allow the unit to operate effectively and efficiently; if changes in circumstances necessitate the return 
to standard schedule; or if an employee experiences performance problems deemed to be related to 
the new schedule. Should the agency require an employee to return to a standard work schedule, the 
employee will be provided with a reasonable amount of notice to accommodate such a change. Such 
circumstances will be evaluated on a case-by-case basis.  

 

REFERENCES 
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Form:  Time Sheet Part-time and Non-traditional Agreement 
 

Procedure Approved:  
Procedure Revised: 6/1/2011    

  

http://www.athenschildrenservices.com/upload/documents/Policy_Procedure/Forms/Chapter_5.11_Nontraditional_Schedule_form.pdf

