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	ANZA ELECTRIC COOPERATIVE, INC.
	BOARD POLICY NO. 406.3 

ALTERNATIVE WORKWEEK SCHEDULE

I. OBJECTIVE
An Alternative Workweek Schedule that has been approved by the employees provides more days off during the workweek than a traditional work schedule while maintaining the quality of service to our members, ensuring that all operational requirements are met, creating no additional costs to the Cooperative and remains in compliance with State and Federal wage and hour laws.

The Alternative Workweek Schedule helps employees balance personal and work demands to be able to pursue family, leisure, and self-enriching activities.

The Alternative Workweek Schedule will help attract and retain the skills of valuable employees.

	This policy is adopted in accordance with Policy No. 100 – “BOARD POLICIES”.

II. POLICY CONTENT
The following outlines the policy and provides a framework to assist employees and managers in implementing an Alternative Workweek Schedule.

A.   Alternative Workweek Schedule Definition
An Alternative Workweek Schedule is an arrangement where employees work more than eight hours in a 24-hour period in order to receive additional days off.
The following outlines The Cooperative’s Alternative Workweek Schedule:
9/80 Schedule (Compressed Workweek) - An employee works eighty (80) hours in nine (9) workdays as follows:
Workweek 1 Begins on Friday at the mid-point (11:31) of the 8-hour regular day off and includes four 9-hour days (Monday – Thursday) and ends at 11:00 am the following working Friday.
Workweek 2   Begins on the working Friday at 11:31 am and includes four 9-hour days (Monday – Thursday) and ends at 11:00 am the following regular Friday off.

B. Adoption of Alternative Workweek Schedule

All processes as set forth in the Division of Labor Standards Enforcement Wage Order will be followed in order to implement an Alternative Workweek Schedule: 

1. A written agreement proposal for an alternative workweek schedule will be prepared and will include the effects of the proposed arrangement on the employees’ wages, hours, and benefits.

2. The proposal will be presented at an employee meeting that will be held at least 14 days prior to voting.

3. The voting will be held at the office of The Cooperative during regular working hours.  To be valid, the proposed Alternative Workweek Schedule will be adopted in a secret ballot election by at least two-thirds (2/3) vote.

4. Election results will be reported to the Department of Industrial Relations, Office of Policy, Research and Legislation within 30 days of the final election.

5. Employees will not be required to work the Alternative Workweek Schedule for at least 30 days after announcing the final election results.

C. Overtime

For a validly adopted Alternative Workweek Schedule, the California Department of Industrial Relations defines overtime as authorized time worked in excess of regularly scheduled hours in a work day or beyond 40 hours per week.

1. Daily Overtime – An employee is eligible for daily overtime after working the scheduled hours in a workday.  Although Friday’s hours are split in half to create a 40-hour workweek, if overtime is incurred on the working Friday it will still be considered as overtime for any hours worked in excess of 8 on that day. 

2. Workweek Overtime – Any hours not already paid as daily overtime will be paid as hours worked over the 40 hours in the workweek.

D. Rest and Meal Breaks 

1. Rest Breaks - the Cooperative will make a good faith effort, insofar as practicable, to furnish all nonexempt employees with:

a. One ten-minute rest break for a shift from 3.5 to 6 hours in length;

b. Two ten-minute rest breaks for a shift of more than 6 hours and up to 10 hours;

c. Three ten-minute rest breaks for a shift of more than 10 hours and up to 14 hours;

d. Additional paid 10-minute rest breaks for every 4 hours worked or major fraction thereof for shifts in excess of 14 hours.

2. Meal Break - the Cooperative will make an “off-duty” meal break of 30 minutes available to nonexempt employees no later than at the end of the 5th hour of work but does not have an affirmative obligation to make sure employees take their meal breaks.

a. Monday – Thursday (9 hour days beginning at 7:00 a.m.) the meal break will commence no later than 12:00 p.m.

b. Working Friday the meal break will not commence before 11:30 a.m. and must be taken no later than 12:30 p.m.
c. If an employee works more than 10 hours in a day, the second meal break will be provided no later than the end of the employee’s 10th hour of work.
Further information is in the Employee Handbook.
E. Holidays

Holiday on Regular Day Off - If a holiday falls on an employee’s regular day off, the employee will receive an “in lieu of” day equal to 8 hours or will be paid for the 8 hours of holiday time. The “in lieu of” day plus 1 hour of annual leave (in order to fully complete the Alternative Workweek Schedule) must be taken within the same pay period if feasible but at least within two weeks of the holiday with manager’s approval of the day selected.

Holiday on Regular Scheduled Workday - If a holiday falls on a regular scheduled workday, the employee can choose to opt out of the Alternative Workweek Schedule for that two-week period in which the holiday is scheduled. If not, the holiday is paid at 8 hours and employee will be required to take one additional hour of accrued annual leave to fully complete the Alternative Work Schedule.

F. Annual Leave / Floaters and Sick Leave

Use of Annual Leave, Floaters and Sick Leave should be scheduled in advance whenever possible.
Each day of accrued Annual Leave, Floaters, and Sick Leave is equivalent to 8 hours. Therefore, if an employee has scheduled time off, the employee can:

1. Choose to opt out of the Alternative Workweek Schedule for that two-week period in which the time off is scheduled, or

2. Take one additional hour of Annual Leave or Sick Leave for each nine-hour day off to fully complete the Alternative Work Schedule.

In the event the time off cannot be scheduled in advance, the employee will be charged the hours scheduled for the work day (i.e. an employee normally works nine hours on a Tuesday and requests that day off due to unforeseen reasons, the employee will be required to use 9 hours of Annual Leave / Sick Leave to fully complete the Alternative Work Schedule.

Annually, employees will be given 2 Floater days of 8 hours each which can be used for any reason.  The Floater days, when used, will be paid prior to paying for use of accrued Annual Leave and a full day must be taken, partial hours cannot be used.  
For each Floater Day used in lieu of working a 9-hour day, one hour of Annual Leave will need to be used.
G. Bereavement Leave
A maximum of two days or 16 hours is allowed, and must be charged in 8 hour increments of Sick Leave.   An employee who is absent on two 9 hour days (18 hours) must charge the additional 2 hours to Sick Leave.

H. Jury Duty

Jury duty occurring on an employee’s regularly scheduled workday shall be paid for the number of hours in the day that the employee was actually on jury duty, but no more than the number of hours in the employee’s regularly scheduled workday, not to exceed five (5) working days.  If jury duty continues for an extended period of time (longer than one week), the employee will revert back to a standard workweek.
	
Jury duty occurring on an employee’s regular day off shall not be paid for the time spent during an employee’s regular day off.

I. Responsibility of Employee
Employees are required to work on their regular day off when they are the primary back-up for co-workers who are taking scheduled time off.  Non-exempt employees will be compensated for time worked on their regular day off.

	All employees may be required to work full or partial hours on their regular day off at
 the request of management due to business requirements, meetings, etc.

Time should accurately be recorded on e-time timesheets/entries. Due to the pay period schedule the entries will not always reflect the hours in a two-week time period as some of the hours will fall into another pay period.

J. Exceptions to Alternative Workweek Schedule
The Cooperative will provide a work schedule not to exceed eight hours (8) in a workday to accommodate any employee who:

1. Was eligible to vote in an election to adopt an Alternative Workweek Schedule and who is unable to work the alternative schedule hours established as the result of that election.

2. Was hired after the date of the election and who is unable to work the alternative schedule hours established as the result of that election.

3. Needs a reasonable alternative method to accommodate the religious belief or observance that conflicts with the adopted Alternative Workweek Schedule.

A. Repeal an Adopted Alternative Workweek Schedule
The Alternative Workweek Schedule may be repealed by the affected employees. 

Upon a petition of one-third (1/3) of the affected employees, a new secret ballot election shall be held and a two-thirds (2/3) vote of the affected employees shall be required to reverse the Alternative Workweek Schedule. 

The election to repeal the Alternative Workweek Schedule shall be held not more than 30 days after the petition is submitted to the employer, except that the election shall be held not less than 12 months after the date that the same group of employees voted in an election to adopt an Alternative Workweek Schedule. The election shall take place during regular working hours at the Cooperative office. If the Alternative Workweek Schedule is revoked, the employer shall comply within 60 days. 
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