








I. GENERAL


As a general rule, Facilities Services adheres to normal work schedule requirements and meal periods as prescribed by the University Employment Manual and the State Personnel Manual.  However, due to the requirement of both the Main Campus and Health Sciences Campus Steam Plants to be in operation and continuously monitored by qualified Boiler Operators 24 hours a day, seven days a week, certain exceptions are necessary.

II. PURPOSE


The purpose of this Standard Practice is to document operating hours and specifically address the overlap period, meal period rules, workweek, and relief shifts necessary to maintain Steam Plant operations.  The operating hours including the overlap period and meal period rules and the corresponding workweek have been reviewed and approved by East Carolina University Department of Human Resources. 

III. RESPONSIBILITIES

It is the responsibility of operational managers and supervisors to ensure compliance with the approved policy.

IV. POLICY
A. OPERATING BASIS
1. The Main Campus Steam Plant operates on a rotating shift basis.      

2. The Health Sciences Campus Steam Plant operates on a fixed shift basis with rotating relief operators.    

B. OPERATING SCHEDULE

Because the boilers cannot be left unattended, the Boiler Operators on both campuses shall observe the following 24 hr shift schedule:

12:10 am – 8:10 am 

8:00 am – 4:30 pm  


4:20 pm – 12:20 am 

During campus-wide steam shutdowns:

· The Main Campus Steam Plant is not manned on a 24 hr shift schedule during campus-wide steam shutdowns.  Supervisors will provide an adjusted work schedule for Boiler Operators. 

· The 24 hr shift schedule is not adjusted at the Health Sciences Campus Steam Plant because steam shutdowns at Health Sciences Campus do not last longer than one day.  If a steam shutdown extends longer than one day, the Health Sciences Campus Steam Plant may not be manned on a 24 hr shift schedule and the supervisors will provide an adjusted work schedule for Boiler Operators.  
C. MEAL PERIOD RULES

Because the boilers cannot be left unattended, the following meal period rules apply:

1. Monday through Sunday afternoon and night Boiler Operator shifts are scheduled for eight (8) hours.  Normally, another qualified Boiler Operator or supervisor is NOT on duty to monitor the boiler operation while the afternoon and night Boiler Operators are on the prescribed meal break.  Therefore, the afternoon and night Boiler Operators shall be compensated for the 30-minute meal break as part of the eight (8) hours worked at the appropriate rate of pay.       

2. The Monday through Sunday day shift Boiler Operator shifts are scheduled for 81/2 hour day.  The day shift Boiler Operator shall NOT be compensated for the 30-minute meal break if another qualified Boiler Operator or supervisor is on duty to monitor the boiler operation while the day shift Boiler Operator is on the prescribed meal break. The day shift Boiler Operator shall be compensated for the 30-minute meal break at the appropriate rate of pay if another qualified Boiler Operator or supervisor is NOT on duty to monitor the boiler operation while the day shift Boiler Operator is on the prescribed meal break.    

D. OVERLAP PERIOD

The 10-minute overlap period allows the next Boiler Operator to walk through the facility, be briefed as to current operations, and affect a smooth transfer of operation from one Boiler Operator to the next.  The 10-minute overlap period is work time for both employees.  Start and end times, in and out times, or beginning and ending times on the Boiler Operator’s timesheet shall reflect actual time worked.  “Courtesy Time” shall not be allowed.  An extended overlap period due to an operational necessity may be approved by the supervisor.  If an employee shows up for work before scheduled time, the employee is not authorized to begin work and the employee shall NOT indicate the time as the start time on his/her timesheet unless an extended overlap period is authorized by the supervisor.  If an employee does not report for work at the scheduled time i.e. the employee is late, the employee on shift shall indicate the end time on his/her timesheet as the actual time the employee on shift was relieved allowing for a sufficient overlap period with the next operator. The employee reporting to work late shall indicate the actual time the employee began to work including a sufficient overlap period with the employee being relieved.  If an employee reports to work late, the overlap period with the employee on shift may be less than the normal 10 minutes. Management reserves the right to define the minimum length of a sufficient overlap period.   The employee on shift shall remain to affect a smooth transfer of operation to the next Boiler Operator with a walk through of the facility, briefing as to current operations, etc. as necessary.  The employee reporting to work late shall NOT make-up the missed work time by continuing to work beyond the end of the shift after the next employee reports to work.   Operators will be compensated at appropriate rates for all authorized hours of work.    

E. WORKWEEK ON TIMESHEET

The standard workweek begins 12:01 am on Sunday and ends at midnight on the following Saturday.  The Boiler Operators’ workweek is all hours of the shifts in the workweek in which the shifts begin.  Boiler Operators should indicate hours worked by shift on their timesheets.    

For example, the workweek beginning 12:01 am on Sunday, April 1st and ending at midnight on Saturday, April 7th would include the 4:20 pm - 12:20 am shift beginning at 4:20 pm on Saturday, April 7th (before midnight) and ending at 12:20 am on Sunday, April 8th. The workweek beginning 12:01 am on Sunday, April 8th and ending at midnight on Saturday, April 14th would not include the shift of 4:20 pm - 12:20 am because the shift began 4:20 pm on Saturday, April 7th (before midnight) in the previous week.  However, this workweek April 8th through April 14th would include the shift of 4:20 pm – 12:20 am beginning 4:20 pm on Saturday, April 14th (before midnight).  

Furthermore, if the Boiler Operator works a schedule different from the outlined work schedule or works a contiguous relief shift, the hours of work shall be included in the workweek in which the shift began. 
F. RELIEF SHIFTS

Facilities Services uses relief shifts to maintain the operation of the University’s Steam Plants by qualified Boiler Operators 24 hours a day, seven days a week.


“Double Back” or “Quick Turn” refers to a Boiler Operator working a shift, having a minimum of 7 hours off, and then working another shift.

“End of Shift Time” refers to dividing a shift between two employees.  For example dividing the 8 hour afternoon shift would require the day shift Boiler Operator to work an additional 4 hours at the end of the shift and the night shift Boiler Operator to report to work 4 hours earlier for an additional 4 hours at the beginning of the shift.   


“Double Shift” refers to a Boiler Operator working two concurrent shifts.


Facilities Services attempts to minimize the use of relief shifts; however, the continuous operating requirements at the Steam Plants dictate the use of relief shifts.  In general, there is no predictable way to insure that equal relief shift assignments apply to all relief personnel.  Certain uncontrollable circumstances will arise that may affect the scheduling of relief shifts.  

For example, an employee with more seniority may have considerably more accrued vacation to use.  An employee may be faced with an extraordinary need for leave because of a family emergency.  Management will evaluate situations requiring relief shifts and respond accordingly.   
G. Health Sciences Campus Steam Plant Mechanic on-call
The Facilities Services Incinerator Maintenance Manager is responsible for establishing and maintaining on-call lists for the incinerator operation.   

A Health Sciences Campus Steam Plant Mechanic will be scheduled for on-call service from 7:00 am to 6:00 pm (11 hours) on holidays when the incinerator will be operating.   

Refer to FSSP 21-0016 titled Facilities Services Health Sciences Campus On-Call Policy for on-call procedures.
H. Refer to Parking & Transportation Services Standard Practice P&TSP 200-0080 titled Parking Exceptions for Personally Owned Vehicles at Facilities Services Locations for information regarding parking ECU permitted personally owned vehicles in service/maintenance vehicle parking spaces.
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