

Flextime Guidelines for OARDC Wooster Campus
Scheduling of work must be arranged to support operational needs of OARDC and the department and to effectively deliver customer service.  Scheduling of work and overtime are the responsibility of unit management.  Employees will be compensated for their work in accordance with the Fair Labor Standards Act (FLSA).

The University encourages the use of flexible work arrangements as one approach to supporting staff and their work/life effectiveness, to improving staff morale, and to recruiting and retaining a high quality workforce.

Schedules are developed using one or more scheduling dimensions such as the number of hours worked, when hours are worked, and where work is performed.

Employees are encouraged to proactively bring individual circumstances to the attention of their supervisor for the purposes of discussing flextime and flexible work arrangements, and consideration will be given to such requests when operationally feasible.  

Short term flextime, (a few hours to no greater than 28 calendar days), emergency requests can be submitted to a the supervisor who can render a decision on an individual basis and as needed, however, flexible work arrangement requests for an extended period of time (greater than twenty-eight calendar days in duration) and long duration of intermittent use must be submitted in writing and will be reviewed by the supervisor, department head, and human resource office, and a written response given to the requester (forms available from supervisors and human resources). 

Flextime: allows flexibility in daily schedule, arrival, departure and/or lunch times 
The use of flextime is to assist employees in dealing with work/life issues such as:
· Emergency home repairs that need immediate attention and cannot wait until after work hours
· Emergency vehicle repairs and/or unexpected travel issues while driving to work (accidents, flat tire, mechanical failure, etc.) 
· Unexpected childcare needs (getting child on bus, to school or day care, etc.)
· Reoccurring doctor appointments due to a chronic condition, and medical issues for yourself or an immediate family member (see list of immediate family members on OSU Paid Leave Policy)
This is only a representational list and not all inclusive.

A request for flextime must be submitted to the employee’s supervisor in writing if possible, indicating the reason for the request, the proposed alternative work schedule, and the length of the requested schedule change.  Flextime must be made up during the same work week it is taken. 

The request will be reviewed by the supervisor to ensure the request does not interfere with the operational needs of the unit or impact the unit’s ability to deliver customer service and may be denied by the supervisor if the schedule change does not meet departmental needs.  Due to operational needs of the department, a limit of flextime usage may be imposed. The supervisor will issue acceptance or rejection of the request in writing if applicable and may elect to discuss or propose alternative arrangements with the employee. 
 
Flexible Work Arrangement: long term changes in when and/or where work will be done
For long term situations (generally those greater than twenty-eight calendar days in duration), a Flexible Work Arrangement Request form is available from supervisors and OARDC Office of Human Resources. This provides an agreement between a department and staff member.  This form is used to clearly define the work arrangement, how long the arrangement is expected to last, and the proposed work schedule.  

All requests are granted on a non-precedent setting basis (each one stands alone). These guidelines are not intended to abridge or supersede the Collective Bargaining Agreement between The Ohio State University and the Communications Workers of America Local 4501 or any provisions contained within, or to supersede any Ohio State University policies.
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