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To meet a variety of customer service and employee needs, BTS employees, both represented
and non-represented, are eligible for alternate/variable (flexible) work week schedules as provided in Bureau policies and the and as defined City of Portland’s Human Resources Administrative Rules (HRAR 8.01 and 6.02) The alternate/variable work schedule will be referred to as a Flex Schedule for the remainder of this policy. Flex Schedules allow an employee to select allowed recurring work schedules other than the regular 8 am to 5 pm, Monday through Friday. The Flex Schedule policy detailed below allows an employee to work sufficient hours and receive a “day off/flex day” during each pay period. This does not apply to DCTU Article 8.3 which allows an employee to flex the work day. Flex Schedules are a privilege and not a right of employment and are available only where management determines that such privilege will benefit both staff and customer service. It is management’s intent to allow BTS employees the opportunity to take advantage of one of these work schedule policies where possible. However, due to the BTS’ mission and objective statements, City policy, individual work assignments, group work assignments or other circumstances, management reserves the right to dictate changes or restrictions in the availability of this privilege to individuals or work groups.

The following rules are established in order to ensure the fair treatment of all employees:

A. Flex Schedule in a two week (pay period) cycle will be:
* 8 nine (9) hour days
* 1 eight (8) hour day
* 1 day off (Flex Day)

The 8 hour day and the day off will be the same day each week and will generally be limited to the least impactful day for the workgroup.  

Start times will be limited to allow for better accountability of personnel and to ensure reliable customer service during BTS core business hours.  Eligibility for the privilege is at management discretion and is based on a combination of factors including: work group responsibilities, individual performance, and attendance.  Recent disciplinary actions will also be considered in eligibility for the privilege.

It is important to note that having an approved flex schedule in place is NOT the same as flexing the work day as provided by applicable collective bargaining agreements.

B. Flex Day Selection
Since BTS must provide customer service on all weekdays, Bureau management reserves the right to limit the number of staff that can be on an Alternate/Variable Work Week Schedule and off on designated days, as well as the number of staff with early departure times or late arrival times. Therefore, there will be a limited number allowed to choose each day or each time. 

BTS Managers will determine how many staff can be gone on any one day, based upon team or workload assignments. 

C. Holidays & Vacation/Sick Leave
Time reporting for holidays, vacation and sick leave will be managed in accordance with applicable collective bargaining agreements.

D. Flex Day Transfer
On occasion at manager discretion, a Flex day off can be transferred to another day off in the pay period if preapproved and does not cause a scheduling conflict. (This would generally be a rare allowance). Otherwise, vacation time or sick leave will be approved and/or charged as usual and the regular Flex day will occur as scheduled.
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It is expected of all participating employees that they will make every effort to schedule all personal & family ROUTINE medical, dental & miscellaneous appointments to occur on the Flex day. It is understood that emergencies arise and some appointments simply can’t mesh with a set schedule. However, management will have to see attendance, arrival and departure times being maintained, or this scheduling option will be suspended.

F. Maintaining the Privilege
If an individual is found to be abusing the Flex schedule, he/she will lose the privilege of Flex days and any other alternative schedule for up to 6 months. After that time, they can reapply. The removal of the privilege would usually only occur after 1 warning to correct the abuse. The 2nd warning will cause the revocation for that individual employee only. Examples of behavior that could result in the loss if the privilege includes: inadequate job performance, excessive (as defined by management) late arrivals and/or early departures, long lunches, repeated manipulation of the Flex day off, or misuse of sick leave. Additionally, anything else that negatively impacts the tracking of attendance, the coverage of the work responsibilities and the scheduling of that coverage may be considered abuse and subject to loss of a Flex Schedule.

G. Temporary Ending of Flex Schedule
The Flex Schedule may end periodically for any section of the bureau based on each area’s time critical functions. The schedule would end at the end of a pay period (Wednesday) and restart at the beginning of a pay period (Thursday) as if no time had lapsed in between.

H. Issues
If problems surrounding the flex schedule arise, they should immediately be brought to the attention of the appropriate supervisor and/or Bureau management.

I. Related Requirements
The following rules are established in order to ensure the fair treatment of all employees:

1. The Flex Schedule policy will be will be reviewed by the manager and the employee prior to any Flex Schedule change.
2. As with all work schedules, if you cannot arrive by your designated start time, you must notify your supervisor and let him/her know. Any special arrangements (i.e., to extend your day to make up for your late arrival) must be approved in advance by your supervisor.
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