








I. GENERAL

It is consistent with the Office of State Personnel policy to hold hours worked to the established 40-hour workweek except in those cases where extended hours are necessary because of weather conditions, necessary seasonal activities, or emergencies.  Due to the nature of the mission of Facilities Services, occasional extended hours by employees are necessary and in the best interest of the University to cover activities and events that occur outside regular assigned work hours or require scheduling outside normal work hours so as to not interfere with normal University operations.

II. PURPOSE

The purpose of this FSSP is to provide policy and procedures for supervisors to follow when selecting employees to work extended hours when required.  Since some employees may have a desire to work (or not to work) extended hours when necessary, it is important that the selection process is fair and equitable while keeping the best interests of the University a priority.  These procedures attempt foremost to accommodate the desires of the employee.

III. PROCEDURES

The following procedures are to be used when determining which employee(s) will work extended hours (in excess of 40-hour workweek).

A. Supervisors may extend the hours of individuals involved in a certain task in order to ensure continuity and a timely completion of the task based on qualifications to perform the work, work load balance, and other normal work assignment customs.  

B. Solicit Volunteers.  While assigning tasks to individual employees is well within the prerogative of supervisors, certain tasks have historically been accomplished by a call for volunteers.

When it becomes necessary to work extended hours, employees should be given the opportunity to volunteer if desired rather than tasking a non-volunteer.  Volunteers should be selected using the following criteria.

1. A volunteer’s qualifications to perform the work required will be the primary determining factor in selecting volunteers.

2. Qualified employees with the most seniority (years of service) will be given priority in volunteering to work extended hours.

3. However, Supervisors, Managers, and Assistant/Associate Directors are encouraged to task volunteers on a rotational basis so no individual is continually tasked to work overtime simply because he/she has the most seniority.

C. Task Non-volunteers.  If there are not sufficient volunteers to work required extended hours, the supervisor will assign non-volunteers.  Non-volunteers should be selected using the following criteria.

1. A non-volunteer’s qualifications to perform the work required will be the primary factor in selecting non-volunteers.

2. Qualified employees with the least seniority (years of service) will be tasked first.

3. Supervisors, Managers, and Assistant/Associate Directors are encouraged to task non-volunteers on a rotational basis so no individual is continually tasked to work overtime simply because he/she has the least seniority.

D. Determining seniority
The following parameters should be considered when determining length of service that applies to seniority:

1. the length of service that applies to seniority includes the length of service working in the same department not a different department at ECU.  For example, an employee’s length of service working in the ECU Carpentry Shop may not apply to seniority for work in the ECU Electrical Shop.  The exception would be when a new ECU shop is established and the employee was performing the same function in a different ECU department than the newly formed ECU department.  

2. the length of service that applies to seniority includes the length of service working in the ECU department not at another university, company, etc.  For example, an employee’s length of service working in the Carpentry Shop or the Electrical Shop at NCSU may not apply to seniority for work in the Electrical Shop at ECU.

3. if a leave of absence does not constitute a break in service then the leave of absence will not impact the length of service that applies to seniority.  A supervisor should consider the impact of a leave of absence due to illness, or whatever reason, as it relates to years of service for seniority the same as it relates to length of total State service in determining longevity, vacation, etc.  If an employee or the employee’s supervisor is not clear about the impact of leave of absence on the employee’s total State service, the employee or the employee’s supervisor should refer to University policy in Business Manual and State Personnel Manual or contact their Benefits Counselor.

E. Determining a qualified employee
1. The Supervisor, Manager, and Assistant/Associate Director are responsible for determining that an employee is qualified to perform the required work.  The Supervisor, Manager, and Assistant/Associate Director may consider education, training, familiarity with the equipment that the employee will be responsible for, and/or experience in responding to problems with the equipment to determine if an employee is qualified.
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