BLUE RIDGE COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS

SERIES: 4 Human Resources
RULE: 42.1 § Staff Work Shifts

Scope: §| This rule authorizes the President to establish administrative practices to permit flex-
time and adjusted workweeks for employees, and to promote administrative restraint
in repeated changing of employee schedules.

Authority: §W. Va. Code §§ 18B-1-6, 18B-7-9

Approval Date: J§| 7/26/06
Effective Date: |§ 7/26/06

SECTION 1.  Purpose. The purpose of this rule is to establish the guidelines for flex-time and adjusted
workweeks.

SECTION 2. Definitions.

2.1. Flex-time. A system that allows employees with the approval of their supervisor to choose their own
times for starting and finishing work within a broad range of available hours.

SECTION 3.  Authorization for Employment Innovations

3.1. The President is authorized to establish administrative procedures whereby administrative units may
sometimes utilize flexible work schedules and/or adjusted workweeks when such innovations will
promote and maintain administrative efficiency and to provide accommodation to employees who
can derive a personal benefit from such innovations.

SECTION 4.  Changes to Employee Work Schedules

4.1 When an employee is initially hired, the specific anticipated work schedule will be articulate at that
time by the hiring supervisor. Involuntary changes to the work schedule of an employee shall be
discouraged absent a clear showing of an operational need for the adjustment.

4.2 When the work schedule of an employee is to be changed, the supervisor will give reasonable
advance notice of the change. Absent an emergency need, the notice should be at least one full pay-
period in advance of implementation of the change. An “emergency” for purposes of this policy
includes any situation in which the manager of a department or program determines that available
staffing is inadequate and that additional staff are needed, regardless of the cause of the staffing
shortage.
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