Workweek

Sample Policy  #1

Workweek

Most full-time staff members work 40 hours per week, not including lunch hours.  In branches and in those departments of the Main Library which are open to the public, it must be understood that some evening and weekend work is mandatory.  

Individual schedules are arranged by the department head in accordance with the needs of the department.  Flexibility with regard to schedules is allowed to the extent it does not interfere with the work flow of service to the public.  Supervisors are responsible for the proper staffing of the department at each hour of the day. 

Part-time staff members (those working fewer than 40 hours per week) are scheduled in accordance with the needs of each department.

Non-exempt (hourly) staff members will occasionally be asked to work more than 40 hours in a week.  Such overtime work, which is undertaken only when necessary, must have the prior approval of the department or branch head. Working unapproved overtime may be cause for disciplinary action. The employee will be compensated for overtime hours worked at the rate of one and one-half times the employee’s base rate of pay.  

The Director, Associate Director, Branch Heads, full-time Librarians and most full-time Department Heads are considered exempt employees.  All others are not exempt.  Exempt employees are paid on a salary basis rather than an hourly basis, and are not eligible for overtime pay.  Exempt employees cannot be charged time-off deductions in less than one-day increments (i.e., partial day deductions cannot be taken for vacation, sick, or personal time off).  

The Library necessarily has the right to change the job assignment, responsibilities, work location or work schedule of any staff member at any time, dependent on the needs of the Library system.

Flex-Time:
Any staff member who would like to request a change in scheduled working hours may discuss this request with her/his supervisor.  Flex-time schedules (i.e. working four 10-hour days, rather than five 8-hour days) must be approved by the Director.  It is the responsibility of the supervisor to ensure that staff coverage is at all times sufficient to furnish the best possible service to the public.  

Holiday, Vacation, and Sick Time Calculations for full-time non-exempt employees:
The normal work week is 40 hours, and all calculations are based on this 40 hour work week.

Holidays when the Library is closed:  
When a holiday occurs and the Library is closed, each full-time employee will be credited as if she/he had worked 8 hours during that day, and will work 32 (40 minus 8) hours during the remainder of the week.  However, if the holiday falls on an employee’s day off or Sunday, the employee will receive credit toward their vacation/holiday account for the holiday hours and they will work their regular 40 hours.  If two holidays fall in the same week, as at Christmas, the total number of hours each person is required to work is 24 (40 minus 16).  Again, if either of the days falls on a Sunday or the employee’s day off, the hours will be credited to the employee’s vacation/holiday account.  This also applies to those on flex-time who work more than 8 hours on some days.  They also will work 32 hours during a holiday week.

Holidays when the Library is open:  
When an “open” holiday occurs, each staff member who works that day will be credited with an extra 8 hours, regardless of the number of hours normally worked that day.  Since the maximum number of hours credited for the week is 40, in some cases changes will need to be made on other days so that the total is 40 hours.  (Also see Holidays section.)

Sick leave:  
A staff member who is not able to work because of illness will have his/her sick leave account charged for the hours not worked, based on the number of hours regularly scheduled to work on that day.  (For example, if someone is on flex-time and normally works 9 hours per day, they would be charged 9 hours sick time.)  If there is sufficient time in the individual sick leave account, he/she will be paid for those hours.  (Also see Sick Leave section.)

Vacation/Personal time taken:  
Vacation/personal time will be subtracted from the holiday/vacation account based on the number of hours normally worked that day, and if the balance in the account is sufficient, the staff member will be paid as if he/she had worked those hours.  The total number of hours for the week must equal 40.  (Also see Vacation section.)

Evening and Saturday Work:

Those full-time staff members who are required to work evenings (at least until 8:00 p.m.) and Saturdays work 7 instead of the regular 8 hours on the days they are so scheduled, but are paid for 8 hours.  This is an extra compensation for those who work the evening or Saturday hours.  If the employee, for whatever reason, does not work the full scheduled 7 hours, he/she will be credited only for the hours actually worked.  The balance required to bring the total to the regular 8 hours will be subtracted from holiday/vacation time, or in the case of illness, from sick leave.

Sunday Work:

Those full-time staff members who are required to work on Sundays will be paid for 8 hours of regular straight-time pay.  This is extra compensation for full-time employees who work on Sunday.  If the employee, for whatever reason, does not work the full scheduled hours on Sunday, he/she will be paid only for the hours actually worked.  

Part-time staff members receive pay only for actual hours worked on Sunday.

Sample Policy #2
Workweek and Salary Payment

The workweek is Sunday through Saturday. The Library Director will determine work schedules for all employees and is authorized to alter work schedules in order to provide the best customer service in each library location.

Each employee shall keep a time card provided by the library. These completed time cards are to be kept in a permanent file.

Salary payments shall be made on the fifteenth (15) and the last working day of each month. (KRS 337.020) Pay dates that fall on a day the library is not open shall be made on the last working day prior to the regular pay date.

Automatic deductions to salary include Federal income tax, FICA tax and retirement, deferred compensation and health insurance premiums when applicable.

Overtime is any time worked over forty (40) hours per week and is paid at the rate of 1 1/2 times the regular pay rate. Employees may work overtime when so assigned by the director.

Sample Policy #3
Workweek and Schedules XE "Schedule" \t "See Work schedule" 

 XE "Work schedule" 
Each workweek XE "Workweek"  begins on Monday and ends on Sunday.  Full-time employees are regularly scheduled to work up to 40 hours per week.  Part-time employees are regularly scheduled to work less than 40 hours per week.  

Work schedules are published on a monthly basis by the Director.  Most employees will work a routine schedule. However, schedules may be adjusted periodically and/or suddenly when staff members are absent due to illness or vacation, or during periods of staff shortages.  The Director will make every effort to discuss schedule changes with employees before making extreme changes to their regular schedules.

Schedule changes XE "Schedule changes" 
Employees who wish to make changes to their schedules must get approval in advance from the Director.  When a schedule change is granted for a full-time employee, the employee must still work his or her normal number of scheduled hours per week to receive full pay for the week (unless the employee is eligible and wishes to use paid leave).  When a full-time employee misses work and wishes to make up the time, the time must be made up within the current workweek in order to avoid overtime in the next week.
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