3.13  Voluntary Reduction in Hours 

Effective Date: May 13, 2009

Policy
The County reserves the right to reduce hours of work involuntarily as a matter of management right and/or operational need.  However, in situations where it would be in the best interest of the County operationally and/or financially the County may offer employees a reduction in the hours of work on a temporary basis.  Employees may participate in the program on a voluntary basis.  The affected employees will be allowed to maintain the health, life and dental insurances normally offered to full-time regular employees at the same monthly premium rates.

Procedure 

Department Heads should submit a request to reduce the hours of work to the Human Resources Department by completing the Voluntary Reduction in Hours Authorization Form 30 days prior to the effective date of the change in status.

Employees accepting this change in status agree that: 

· Their voluntary agreement with the reduction in hours by signing the Voluntary Reduction in Hours Authorization Form.
· Their understanding that insurance coverage and costs will be maintained at the same level prior to the change in status and equal to full-time regular employees (therefore, changes to insurance coverage will also apply to the affected employees).

· Pay for holidays will not be granted when the holiday falls on a scheduled off day

· They will not be eligible for floating holidays only fixed.

· Sick leave accrual will be based on 4.61% total annual hours (i.e. 32 hrs per week x 52 wks per yr = 1,664 annual hrs x 4.61%=76.71 hrs/12mos=6.392 hrs per month).

· Modified vacation accrual based upon Section 4.2 (1b), Accruals for Part-Time Employees, of the Lake County Policies and Procedures.

· The reduction in hours of work will be for a specific period of time and neither party may require a change in this arrangement unless there is mutual agreement to do so with approval of the County Administrator.  However, if an operational need exists the Department Head may require the employee to work their normal five (5) day per week schedule for the remainder or a portion of the specified period.

Department Heads may submit this request for any employee holding a budgeted regular full-time position. Hours shall be reduced by no more or no less than one full work day (8 hours or 7.5 hours per week). The term of the reduction in hours shall not be approved for less than 12 weeks and no longer than 52 weeks.  

If approved the position will remain budgeted as a full-time position and after the term covering the temporary reduction in hours has expired the position and the incumbent may return to their previous status.  The temporary status may be renewed by resubmitting the request using the aforestated process.

