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I.

AUTHORITY

Sections 4.01 (a) (1) and (15) of the City Charter provide that the Mayor has the duty to supervise all
departments and to determine the organization and duties assigned to the various departments.

II. PURPOSE
The purpose of this policy is to establish the characteristics of a workweek for the City's full-time workforce
not covered by collective bargaining agreements or written contracts which may contain different
requirements.

Ill. POLICY
All full-time employees of the City are expected to work a 40-hour workweek. The regular workweek shall be
from 12:00 midnight Sunday to 12:00 midnight the following Sunday. The scheduling of employees to work
during this period may be on a four (4) or five (5) day schedule and flexible schedules such as task incentive
programs may be administratively approved, however, all work time must be appropriately documented.

IV. PROCEDURES
1. Managers of employees working on a four (4) day/10-hour per day schedule must receive approval
from the City Administrator for such schedules.

2. Managers of employees working under incentive work programs whereby employees performing
specific functions are allowed to complete a unit of work each shift rather than remain on duty for a
specific number of hours must receive approval from the City Administrator for such programs and
must continuously document the hours of work performed and monitor the employee schedules to
insure that the units of work assigned are appropriate and consistent with a 40-hour workweek.
3. The scheduling of employees to work flexible hours during the workweek, working away from the
normal place of work, or telecommuting shall be considered on a case-by-case basis and must obtain
written approval from the City Administrator or his designee. Such assignments shall be for specified
duration, subject to renewal or extension upon appropriate documentation of the continued need for
such scheduling.
4. The requirement for a 40-hour workweek is subject to the retained ability of City management to take
into account weather conditions, other emergency or exigent circumstances, or any other reasonable
basis for applying flexibility in the scheduling of city employees.
V. RESPONSIBILITY
l . The Human Resources Division is responsible for providing training on this policy to all new-hire
employees during orientation.
2. The HR Division is also responsible for reviewing this policy annually and recommending revisions.
3. Department Directors/Division Administrators are responsible for ensuring that their employees are
familiar with the policy and for ensuring that approval for flexible scheduling is appropriately
documented.
VI. REVIEW
This policy shall be reviewed annually in the month of November and the results shall be reported to the City
Administrator by November 30.
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