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Work Schedules and Work Week

Policy

Work Schedules

Flexible Work
Schedules

UTMB strives to be an employer of choice by providing work life
balance to promote the health and well being for all employees. Itis
understood that each department must establish work schedules
commensurate with the service provided and maintains the right to
assign or change work schedules based on operational needs.

The University of Texas Medical Branch, in compliance with
applicable federal laws and regulations, strives to maintain an
environment free from discrimination against individuals on the basis
of race, color, national origin, sex, age, religion, disability, sexual
orientation, genetic information, or veteran status.

e The standard business day at UTMB is 8:00 a.m. to 5:00 p.m. and
the standard business week is Monday through Friday. For payroll
purposes, the work week runs from 12:00 a.m. Saturday to 11:59
p.m. Friday. However, as an academic institution with direct
patient care responsibilities, some departments are required to
maintain varied work schedules to meet the needs of their
customers and the university.

e A shift may begin at any hour of the day and may last as long as 24
hours during an emergency situation; work schedules may vary
among employees during emergency situations.

e Departments are encouraged to allow flexible work schedules that
will help employees maintain work life balance and accommodate
an employee’s religious observations, if it’s possible to do so while
meeting the department’s responsibility and mission.

Flexible work schedules are allowed at the discretion of the entity
and/or department or program to meet business needs. Flexible
schedules and may include working from alternate worksites and/or
telecommuting
Examples are:

e 7:30a.m.—4:30 p.m.

e 8:30a.m.-5:30 p.m.
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Flexible Work

Schedules,
continued

Meal Periods

References

e 9:00a.m.—6:00 p.m.
e Four 10hour days/week

Flexible schedules include the flexing of the lunch hour with prior
supervisor approval.

Any employee working six or more hours per day will be
granted one meal period of 30 to 60 minutes.

During this time, employees are relieved of all work duties and
are not paid.

With supervisory approval and based on workloads, employees
will be paid for all time worked if workloads prevent granting a
meal period.

If workloads allow, departments may schedule break periods of
up to 15 minutes for every four hours worked per day. Such
break periods are considered time worked, and employees will
be paid for such time.

Nursing mothers are allowed to leave their work areas to go to a
private space to address lactation needs with advance approval
from their supervisor.

Breaks that are forfeited either voluntarily or involuntarily will
not be used for compensatory time.

All Correctional Managed Care employees are allowed to take
breaks only in designated areas of the facility.

IHOP Policy 3.5.4 Telecommuting
IHOP Policy 3.4.11 Shift Differential
IHOP Policy 3.4.10 Overtime
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