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A9. 330 FLEXI BLE WORKI NG HOURS FOR Cl VI L SERVI CE EMPLOYEES
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Pur pose

To provide a plan for flexible working hours for State civil
servi ce enpl oyees consistent with the necessity of

mai ntai ning efficient and effective delivery of services to
the public. Such a plan should afford the opportunity to
arrange individual work schedul es according to specific
guidelines and within certain tine limts established by the
Uni versity.

Definitions

a. Regul ar Cvil Service Enployee: An enployee who has
been appointed to a position in the civil service in
accordance with Chapter 76, HRS, and who has
successfully conpleted the initial probational period,
or as provided by statute.

b. Non- Regul ar Civil Service Enpl oyee: An enployee in a
civil service position, not having regul ar status,
including but not limted to those havi ng energency
appoi ntnents, tenporary appointnents outside the |ist,
provi si onal appointnents, |limted-term appoi ntnments and
probati onal appointnents.

C. O fice Hours: The hours during which a governnent
office is open to transact public business. For npst
offices, the hours are from7:45 a.m to 4:30 p.m,
Monday t hrough Friday, unless otherw se provided by
executive order. (Ref. Section 80-1, HRS)

d. Wrk Day: The period of eight hours (excluding neal
break) during which a full-tine enpl oyee is schedul ed
to performthe duties of his/her position.

e. Fl exi bl e Working Hours: A privilege granted to an
enpl oyee to arrive at or depart fromwork at tines
ot her than those set by office hours.
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f. Staggered Hours: A flexible hours programin which
enpl oyees arrive at and depart fromwork during the
fl exi ble bands at fixed-tine intervals (such as 15
m nut es) set by managenent. Enpl oyees are afforded an
opportunity to request the start/end tines, and
thereafter arrive daily at those tine. An enployee may
subsequent |y request consideration for an adjustnent to
hi s/ her start/end tine.

g. Adide Tine: Wen an enployee is authorized to start
work at any tinme during a given time span within the
fl exi bl e band, and may change the starting tine daily.
The enpl oyee nmust work his/her normal work hours (8
hours in the case of a full-tinme enpl oyee) before
departing for the day.

h. Core Tinme: The hours (except for lunch break) during
whi ch all enployees of the unit nust be at work. Core
time shall begin no later than 9:00 a.m and end no
sooner than 3:15 p. m

i Fl exi bl e Bands: The hours preceding and foll owi ng the
core tinme during which enployees may be afforded a
choice over their starting and departure tines. The
fl exi bl e bands shall not exceed 6:30 a.m - 9:00 a.m
and 3:15 p.m - 5:45 p.m

] . Fl exi bl e Lunch Break: Managenent may al | ow enpl oyees
to expand their 45-m nute |unch break, provided that
t he enpl oyees nake up their time and work a total of 8
hours in a day. This option may be exercised only
after the enpl oyee’ s supervi sor has approved such a
request in advance. Enployees on a flexible [unch
break shall not be considered to be on a split shift.

(bj ecti ves

a. To provide enployees with the opportunity to
participate in setting their work starting and endi ng
times, where feasible, to acconmodate individual needs.

b. To inprove productivity and efficiency through inproved
enpl oyee wor ki ng conditions and/or increased hours of
oper ati ons.

C. To hel p ease peak norning and afternoon traffic
congestion by spreading work arrival and departure



A9. 330
Page 3

tines.

Applicability

This instruction applies to all regular and non-regul ar
civil service enployees of the University.

Responsibility

The Chi ef Executive Canpus Oficer or Oficial Designee is
responsi ble for the inplenentation of the flexible working
hours programfor all civil service enpl oyees under their
jurisdiction as they can nost accurately assess operational
needs and tailor flexible working-hours plans that are best
suited for the work unit. Applicable |aws, rules and

regul ations, including the collective bargai ning agreenent,
shal | be observed.

General Cuidelines

Enpl oyees requesting to participate in the flexible working
hours program shall contact their supervisor for eligibility
requi renents and other restrictions.

a. Where the sane starting tinme is selected by nore
enpl oyees than can be accommodat ed, approval of
enpl oyee’ s selection wll be based on all of the
followng criteria:

1) OQperational requirenents

2) Recogni zi ng enpl oyees’ use of public
transportation, or use of car pooling and van
pool i ng

3) Seniority.

b. I n aut hori zing enpl oyee selection of starting tine,
managenent shoul d gi ve due consideration to the
fol | ow ng:

1) Wrk unit or crew limtation

a) Whet her or not all nenbers of the work unit
must start together.

b) Whet her or not different crews need to report
si mul t aneously for work.
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2) Shift requirenents
a) Can sone enpl oyees be offered fl exible hours?
b) Shoul d shift tinmes be revised?

3) Machi ne down ti ne.

4) Need for continuous staffing of office to serve
the public during office hours.

5) Operational efficiency and safety

a) Can an enpl oyee arriving early still contact
other offices to obtain informati on essenti al
to the work tasks?

b) Are working conditions such that an enpl oyee
can safely be in the workpl ace al one?

6) Supervi sory requirenents

a) Does the nature of the work require
conti nuous presence of a supervisor for
deci si ons, approval, assignnent of task,
etc.? Adequate supervisory control nust be
mai nt ai ned wi t hout incurring additional
expense.

7) Si ze of the operation unit

a) Is the unit too small to provide continuous
service during office hours unless al
enpl oyees arrive and depart at the sane tinme?

b) If the office does not serve the public,
could the office hours be changed?

Adm ni strators are encouraged to review the program
operations, giving due consideration to the above in
order to allow as many enpl oyees to participate in the
fl exi bl e working hours program (Refer to Attachnent 1
for Flex-Time Paraneters).

Not hi ng herein shall be construed to require the
establishment of a formal tinme-keeping system

Managers are advised to ensure proper tinme-keeping
controls to prevent abuse of privileges and to mnimze
possi bl e FLSA vi ol ati ons.
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7. Changi ng O fice Hours

a.

The University is required to remain open from7:45
a.m to 4:30 p.m, pursuant to Section 80-1, HRS. Refer
to the State Deputy Attorney Ceneral’s letter to
President Al bert J. Sinone, dated June 6, 1988.

In the event that it beconmes necessary for a work unit
to change the hours in which they are open for public
busi ness, the unit shoul d make appropriate
justification and recomendati ons, pursuant to Act 64,
SLH 1977, to the Ofice of the Governor, via the
President of the University.
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Attachment 1

FLEX- TI ME PARAMETERS

1

The tinme frame limts available for this program shall be

from6:30 aam to 5:45 p.m (Wrk schedul es for enpl oyees
who already start work before 6:30 a.m or end work after

5:45 p.m need not have those tines changed to conformto

this program)

Core tinme shall begin no later than 9:00 a.m and end no
sooner than 3:15 p. m

Fl exi bl e bands shall not exceed 6:30 - 9:00 a.m and 3:15 -
5:45 p. m

Departnents nay choose to I engthen the core time and limt
the flexible bands. For exanple, the starting band m ght be
[imted to 7:00 a.m - 8:30 a.m, with a correspondi ng
departure band of 3:45 p.m - 5:15 p.m; core time would be
8:30 aam - 3:45 p.m

Departments may choose to offer only staggered hours during
the flexible band, or choose to offer glide-tine to certain
of its enpl oyees where appropriate, based on the nature of
the work, etc.

Supervi sors shoul d consi der enpl oyee requests for a change
in the start/end tinme selected, for such reasons as car
pool i ng, geographic relocation, famly concerns, and
utilization of public transportation. Such requests should
be acconmmodat ed unl ess there are overridi ng operational
needs or the change may be inpractical from an

adm ni strative standpoint.
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