








I. GENERAL
Campus Operations shall be operational from 8:00 am to 5:00 pm Monday thru Friday during the summer months.  
With the approval of the Vice Chancellor for Administration & Finance, Campus Operations may observe flexible work schedule during the summer months while providing the appropriate coverage for University operations.  

Important note:  If the flexible work schedule results in reduction of productivity, decrease in service levels, or any other impact to the University’s mission, the flexible work schedule of a unit, group, shop, or person may be rescinded by management on 72 hours notice.  
II. PURPOSE

The purpose of this COSP is to document Campus Operations flexible work schedule during summer months.  
III. PROCEDURES
A. Campus Operations may observe a week of flexible work schedule alternated with a week of regular work schedule for twelve weeks beginning the Monday after Spring Commencement through Friday before the week of move-in. 
B. All Campus Operations units will continue with regular work schedule or alternate working a week of regular work schedule and a week of flexible work schedule so all Campus Operations staff will be scheduled to work a minimum of six Fridays of the summer months.

C. During the weeks of Memorial Day holiday and Independence Day holiday, all Campus Operations staff will continue with regular work schedule generally 8:00 am to 5:00 pm with 1-hour lunch with the exception of other regular work schedules followed by Grounds Services and Housekeeping Services staff.

D. Each unit, Facilities Engineering & Architectural Services, Campus Operations and Risk Management, Facilities Services – Health Sciences Campus, Grounds Services, Building Services, Utilities Services, Facilities Service Center, and Maintenance Engineering will follow one of the following flexible work schedules OR continue working a regular work schedule:

a. Alternate a week of regular work schedule and a week of flexible work schedule of four (Monday – Thursday) 10-hour days 

b. Alternate a week of regular work schedule and a week of flexible work schedule of four 9-hour days and 4-hours on Friday.

E. All shops in each unit shall observe one of the noted flexible work schedules as a unit or continue working a regular work schedule.  Staff will be allowed to continue working a regular work schedule.

F. Alternating a week of a regular work schedule and a week of flexible work schedule shall NOT result in scheduled overtime.  

G. Housekeeping Services flexible schedule may be different depending on their regular work schedule.  

H. Boiler Operations and some Housekeeping Services groups will not be able to observe a flexible work schedule because of the nature of their work.  

I. On-call staff shall work a standard 8am-5pm schedule.

J. Each unit shall ensure that half the employees of each shop alternate between a week of regular work schedule and a week of flexible work schedule unless the unit continues working a regular work schedule with no alternating flexible work schedule.  Small shops may be considered combined.  This will result in a minimum of half the employees of each shop scheduled to work every Friday with exceptions approved in advance by the Associate Vice Chancellor for Campus Operations.     

K. Each unit shall ensure that each shop’s Supervisor and the Supervisor’s designee shall alternate between a week of regular work schedule and a week of flexible work schedule unless the unit continues working a regular work schedule with no alternating flexible work schedule.   This will result in each shop’s Supervisor or Supervisor’s designee scheduled to work every Friday.  In a small shop, the Assistant Director may serve as the Supervisor’s designee or small shops may be considered combined and the Supervisors of the shops alternate.  

L. Each unit shall ensure that the Assistant Director and the Assistant Director’s designee shall alternate between a week of regular work schedule and a week of flexible work schedule unless the unit continues working a regular work schedule with no alternating flexible work schedule.  This will result in an Assistant Director or the Assistant Director’s designee scheduled to work every Friday.  

M. Administrative staff in each unit shall observe one of the noted work schedules, hopefully the same work schedule followed by their unit.  In units with more than one member of administrative staff, the administrative staff members shall alternate with each other.  In units with a one member administrative staff, the administrative staff member shall continue with regular work schedule or alternate working a week of regular work schedule and a week of flexible work schedule.  With the prior approval of their Assistant Director, Associate Director, or Director, as appropriate, the administrative staff member, individual or group, does not necessarily have to follow the same work schedule selected by their unit.  These administrative staff members shall not serve as a Supervisor’s or Assistant Director’s designees.  

N. Senior management, Associate Vice Chancellor for Campus Operations; Executive Director, Facilities Services; Director, Facilities Services – Health Sciences Campus; and Director, Facilities Engineering & Architectural Services, shall alternate between a week of regular work schedule and a week of flexible work schedule unless one continues working a regular work schedule with no alternating flexible work schedule.  This will result in a member of senior management scheduled to work every Friday.  

O. The goal is that all Campus Operations employees including management will enjoy the same amount of flexible work schedule as other Campus Operations employees.  Some shops including Boiler Operations and some Housekeeping Services groups will not have the same opportunities of a flexible work schedule because of the nature of their work.  The intent for this plan is consistency in each unit and to ensure operational coverage every day.  

P. Each units work schedule for these summer months shall be approved by the appropriate Director.  

Q. Campus Operations employees shall NOT explain the alternating week of regular work schedule and week of flexible work schedule in out-of-office emails or telephone messages because the University is fully operational and Campus Operations shall not give any perception of reduced service.  

R. Campus Operations shall NOT post any posters regarding the alternating week of regular work schedule and week of flexible work schedule because the University is fully operational and Campus Operations shall not give any perception of reduced service.    

COSP 100-0056 issued 06/16/10 replaced FSSP 42-0001 Facilities Services Work Schedule Variations.  Earlier issued versions replaced FSSP 42-0003, Facilities Services Summer Hours Operation Plan.
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