 Guidelines for Alternate Work Schedule (AWS)*

(*Nine-day Work Period)

Eligibility

· All full-time NCADD-NJ employees. 

Participation Criteria

· Participation in the AWS is optional.

· Participation does not interfere with or otherwise disrupt work requirements.

· Participation in the AWS may be denied or stopped by management at any time.

· The Unit Director must approve participation in the AWS.

· Employees may apply for AWS participation at the start of each calendar quarter.  (New employees may start the AWS at the start of their employment.)

Other Criteria

· Employees must be scheduled to work 70 hours within a two-week period.

· Days off must be scheduled in such a way to minimize disruption to normal agency business.  That is, supervisors should stagger their employees’ days off to provide adequate administrative and program coverage.

· An adequate level of supervision must be available.

· Starting times may be no earlier than 7:30 AM and no later than 9:00 AM.

· A one-hour or half-hour lunch period must be scheduled and taken between 11:30 AM and 2:00 PM. 
Approved AWS Schedules

· Alternate nine-day work schedules must adhere to one of two approved formats: 1) eight 8-hour workdays and one 6-hour workday OR 2) seven 8-hour workdays and two 7-hour workdays.  No other work schedule is allowed.

Example: Format #1

Week 1 (38 hours): Mon.-Thurs. 7:30 AM to 4 PM, Fri. 7:30 AM to 2 PM

Week 2 (32 hours): Mon.-Thurs. 7:30 AM to 4 PM, Fri. off

Example: Format #2

Week 1 (38 hours): Mon.-Wed. 7:30 AM to 4 PM, Thurs.-Fri. 7:30 AM to 3 PM

Week 2 (32 hours): Mon.-Thurs. 7:30 AM to 4 PM, Fri. off

NOTE: The preceding examples assume a half-hour lunch; a lunch of an hour would mean a later end time
· Regardless of the format selected, alternate work schedules must be approved by your supervisor.

· Alternate work schedules may not vary from work period to work period.  AWS changes must receive the prior approval from your supervisor (see below).

AWS Changes

· Employees may change their approved AWS at the start of each calendar quarter.

· Employees participating in the AWS may return to the standard 10-day schedule with supervisory approval. (The change would take place at the start of a new work period.) 

· Employees who terminate AWS participation may not return to a 9-day schedule until the start of the next calendar quarter.
Leave Time

· Vacation, sick, and other paid leave will be earned, recorded, and used in hours rather than days.  For example, staff on the AWS will receive 7 hours of sick leave per month rather than one day, and staff entitled to 15 vacation days would instead receive 105 hours.

· Leave must be taken as a one-hour minimum and in one-hour increments thereafter. 
· When an AWS participant uses leave, his/her account will be charged by the number of hours he/she is scheduled to work according to his/her approved workweek schedule.    

Holidays

· Each holiday equals 7 hours.

· If a holiday falls on an AWS participant’s schedule day off he/she will be entitled to an alternate day off, to be taken within two weeks of the holiday.

· If a holiday falls on an employee’s scheduled work day and if the employee is scheduled to work more than seven hours, the employee will not be required to make up this hour.

· If a holiday falls on an employee’s six-hour workday, he/she will not be credited with one hour.

Other AWS Provisions

· In cases when the agency is closed due to inclement weather on an employee’s day off, the employee will not be credited with an additional day off.

· If an employee is summoned to appear for jury duty on their scheduled day off, the employee will not be credited with an additional day off.

· Employees must record their actual time worked on their time sheet regardless of their AWS approved schedule.
· Leave time will be deducted according to the approved alternated work schedule regardless of the actual time worked.
· The AWS is not a flextime program.
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