TITLE 

PERSONNEL RULES AND REGULATIONS 
CHAPTER 3
CONDITIONS OF EMPLOYMENT

PART 2

WORK HOURS

1.
ISSUING AGENCY: The Human Resources Department.

2.
SCOPE: These rules have general applicability to all prospective and current employees, classified and unclassified, including but not limited to interns, volunteers, and seasonal employees.

3.
STATUTORY AUTHORITY: [RESERVED]

4.
DURATION: Until revoked.

5.
EFFECTIVE DATE: [RESERVED]

6. 
OBJECTIVE: [RESERVED]

7.
RESPONSIBILITY FOR ADMINSTRATION:  [RESERVED]

8.
DEFINITIONS: [RESERVED]  
9.
 REGULAR WORK HOURS. Employees will perform their work in a responsible manner, observing scheduled work hours and complying with City policy governing paid and unpaid leave of absence.  Employees are further responsible for complying with City policy concerning sick and vacation leave usage.  The department director shall specify the working time of their employees.  
A.
Lunch periods/breaks.  Lunch periods are usually one (1) hour, and breaks, fifteen (15) minutes, one (1) break period permitted in the first half of the day worked and one (1) in the second half of the day worked.  Supervisors shall be responsible for scheduling and may limit breaks if, in their opinion, continuous work is required because of an emergency or unusual condition.  An unpaid lunch break of at least thirty (30) minutes will be provided.  In the event a non-exempt employee is required to work during their lunch period, this time will be compensated in accordance with the Fair Labor Standards Act (FLSA).  Lunch periods and breaks may not be accumulated and used at other times or for other purposes. 
B.
Overtime work.  As a condition of employment, employees may be required to work overtime.  Overtime work for City employees is generally discouraged, however when overtime is required for non-exempt employees, compensation must be in accordance with the Fair Labor Standards Act (FLSA) and any applicable collective bargaining agreement.  A non-exempt employee shall not work more than the regularly scheduled forty (40) hour workweek without prior approval of the department director or immediate supervisor as designated by the director.  Working overtime without prior approval is considered just cause for disciplinary action up to and including termination.  In the absence of any collective bargaining agreement concerning method of payment, payment may be in the form of cash or compensatory time, which is limited to a maximum accrual of sixty (60) hours.  All accrued compensatory time must be utilized within 180 days of accrual.  If not used the balance must be paid to the employee on the next regularly scheduled payroll.  
10.
WITNESS/GRIEVANCE/JUDICIAL PROCEEDINGS.  As a condition of employment or continued employment, employees may be required to appear as witnesses in grievance hearings and/or as witnesses for the City in administrative or judicial proceedings as directed by City administrative staff.  This includes, but is not limited to, cooperating with City officials and insurers of the City in any claim, whether for civil damages or other relief, brought by or against the City.  Employees are required to cooperate in City investigations and in efforts to recover damages, benefits, settlements or any court or administrative action relating to injury time or Workers’ Compensation claims.  Refusal to cooperate is considered just cause for disciplinary action up to and including termination.  Employees called as witnesses, related to their employment, during work hours shall be paid at their regular rate.  Employees will be required to return to work when they are no longer needed as witnesses.  All witness fees received by employees must be remitted to the City if called as a witness during work hours.  Employees who are parties to or called as witnesses in administrative or judicial proceedings unrelated to their employment or official capacity with the City must submit a Request for Leave of Absence form specifying vacation or leave without pay to their immediate supervisor with a copy of the order to appear.  Under this condition, employees are not required to return witness fees to the City. 
11.
LIGHT DUTY/MODIFIED WORK.  The Light Duty/Modified Work program applies only to on-the-job injuries.  When a work related injury has occurred and the Employee Health Clinic has determined the employee is unable to perform all of the essential functions of the job due to a work related injury the employee shall participate in the Light Duty Program.  Departments will be required to participate in the Light Duty/Modified Work program as directed by Risk Management and the Human Resources Director. 
History:  Enacted February 1, 2001; reformatted ____, 2014.
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