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Department of Human Resources

POLICY & GUIDANCE MEMORANDUM 
#2007-08:
Basic Work Schedules, Exempt Unit-Professional Staff 


Although by definition exempt professional work is not easily defined in relation to a specific time period, operational and public accountability concerns require that exempt professionals have basic work schedules.
There are many factors that must be considered when establishing and maintaining basic work schedules for exempt professionals:
· The university’s standard business hours are Monday through Friday, 8:30 a.m. to 5:00 p.m.  However, departments may develop schedules outside the standard business hours, including nights and weekends.
· For the purpose of basic scheduling needs, the regular work week of members of the professional staff bargaining unit is 37.5 hours per week of actual work.  However, as professionals, members of the bargaining unit may also occasionally be required to devote additional time to the completion of their work.  But note that, under certain circumstances, work beyond 40 hours in a week may be eligible for compensatory time.  For additional information about compensatory time for exempt professionals, see Policy & Guidance Memorandum #2007-09, Compensatory Time, Exempt Professional Staff.
· Massachusetts General Laws c.149, §100  provides that “[n]o person shall be required to work for more than six hours during a calendar day without an interval of at least thirty minutes for a meal.”  Although employees may occasionally “work through lunch,” under most circumstances an employee’s basic work schedule should include a meal period.  Whether that meal period is thirty or sixty minutes depends on past practice (i.e. neither an employee nor the supervisor can unilaterally insist that the employee change the length of his or her meal period).
· Although there is no specific form to record schedules for exempt professionals, supervisors should be certain that each employee has a clear understanding of his or her basic work schedule.  For new positions, the basic work schedule should be included in any job posting.
Transition Considerations
Current schedules should be disrupted as little as possible.  For example, if an employee currently works 8:30 a.m. to 5:00 p.m. with a sixty minute meal period, no change is necessary.
However, if the employee currently works 8:30 a.m. to 4:30 p.m. with a sixty minute meal period, the employee’s schedule will need to be changed to accommodate a 7.5 hour workday.  That change can be accomplished by reducing the meal period to thirty minutes, or by moving the start time to 8:00 a.m. or the end time to 5:00 p.m.  In any case, the employee and the supervisor should work together to find an acceptable solution.  However, if overlapping schedules must be changed to accommodate coverage, the provisions contained in Section 14.7 of the collective bargaining agreement (reassignments) must be followed.  Those provisions include:

· Changes must be made on the basis of reasonable operational need. 

· Volunteers for a schedule change must be sought first.  If a qualified unit member volunteers, his or her schedule can be changed. If more than one qualified person volunteers, the schedule of the most senior volunteer must be changed. If there are no qualified volunteers, the schedule of the least senior qualified employee must be changed. 
· Supervisors must provide at least 45 days' notice to the employee and to the Professional Staff Union before the effective date of a change in schedule.  Supervisors must give the affected employee an opportunity to discuss the impact of the change on his or her family or other non-employment obligations.  Whenever possible and within operational limits the supervisors should attempt to address those impacts.
· The Professional Staff Union may also request a consultation meeting to discuss the change in schedule.
· Any employee whose schedule is changed may instead, at any time during the first six months following the change, choose to be laid off.

· Schedule changes have no impact on salary.
For additional information, please contact the Department of Human Resources at 7-5150.
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