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1.0 POLICY

Regular office hours for the Judicial Branch are 8:00 a.m. to 5:00 p.m., Monday through Friday, exclusive of legal holidays.  Regular office hours must be maintained for public convenience. However, each District Court may make exceptions based on service needs and staffing constraints.  At the supervisor’s discretion, an employee’s workday, and/or work period may be scheduled differently than regular office hours to accommodate the mission of the organization and special circumstances of an employee.  Such scheduling may involve any schedule of 40 hours of regular work.  

2.0 DEFINITIONS

“Established Work Schedule” is the employee’s regular work schedule as defined by the employee. 

“Office Alternate Work Schedule” is nontraditional work schedules created to provide services during a 24-hour period.

“Employee Alternate Work Schedule” is a schedule approved by the supervisor that allows an employee to work something other than the standard 8:00 a.m. to 5:00 p.m., Monday through Friday schedule.   

“Emergency Alternate Work Schedule.”  In the event of any bona fide emergency requiring the service of an employee(s), the employer may, without notice, implement an alternate work schedule for the duration of the emergency. 

“Rest Break” is a 15-minute break for each four hours of work, which is duty-free time.

‘Lunch Break” is a period of one-half hour to one-hour, which is duty and compensation free. 

3.0 Procedure:

Alternate Work Schedule: When a supervisor deems it necessary to implement or change an existing work schedule, he/she will provide a minimum of 10 working days notice to an affected employee(s). When such implementation or change occurs, the employee will be given written notice, which includes the employer’s reason(s). This requirement may be waived upon mutual agreement of the supervisor and employee. 

An alternate work schedule should be considered when the employer is required to make a reasonable accommodation to a known physical or mental limitation of an otherwise qualified individual with a disability unless to do so would impose an undue hardship on the organization.  

Employee Alternate Work Schedule: 

a. If the employee desires to change an assigned schedule, he or she will submit a written request, at least 10 working days prior to the expected change, to the supervisor stating the reason(s) for the request. A supervisor may waive the requirement for a written request. 

b. The supervisor will evaluate the request based on the service requirements of the work area and approve or disapprove the request in writing. If approved, the letter will describe the new workweek, workday and any changes in lunch periods. A regular lunch period schedule should be established. The supervisor and employee will keep a copy of the letter.  

c. Payroll will be advised of any change that affects overtime accrual.

3.1 Other Requirements 
Employees placed on alternate work schedules must have appropriate supervision during their working hours. Safety issues (i.e., lighting in parking areas, working alone, etc.) should be considered prior to approving an alternate work schedule.  

3.2  Rest Breaks

Employees are entitled to one 15-minute rest break for each four hours of work. Rest breaks are subject to the following requirements:

a. Rest breaks cannot exceed 15 minutes and cannot be combined;

b. Rest breaks cannot be used to shorten the length of the workday or work week;
c. Rest breaks are lost if they are not taken;
d. Rest breaks will not result in overtime or additional pay, but are considered part of the normal workday; and,
e. Supervisors will make an effort to ensure that staff members receive a break time, however, employees and supervisors recognize that a break may not always be possible. 
3.3 Lunch Breaks

Employees are entitled to a duty-free lunch break, which is not compensated. Lunch breaks are subject to the following requirements: 

a. The supervisor schedules lunch breaks. Supervisors are encouraged to work closely with employees to schedule reasonable lunch periods. 

b. Lunch breaks are generally one-half hour to one-hour in duration but supervisors and employee may agree to an alternative schedule.  

c. When an employee takes a lunch break and is still performing work duties (such as supervising a client), the time must be compensated.

d. Employees are encouraged to take lunch breaks but a supervisor may allow an employee to forego a lunch break to shorten the work day or work week
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