Operating Policy No. 5231
Human Resources
OFFICE HOURS/WORK WEEK AND DAY
Puget Sound Educational Service District (PSESD) shall be open for the transaction of business from 7:00 a.m. to 4:30 p.m., Monday through Friday.

Work Week/Day
[bookmark: _GoBack]The normal work week is Monday through Friday, and the workday is typically from 8:00 a.m. to 5:00 p.m. PSESD considers a work week to begin at 12:01 a.m., Sunday, and end at midnight Saturday.

Supervisors shall schedule their employees’ workdays to provide coverage Monday through Friday during hours that meet operational needs.

Flex-time System
To ensure maximum efficiency and to assist employees in commuting or other activities, the Superintendent may establish a "flex-time" system for individualized work hours. 

Implementation of this system shall be at the discretion of the employee’s executive director.

Supervisors shall maintain responsibility for managing employee start and end times and may modify or rescind flexible work schedules based on operational need. 

Breaks and Meal Periods
Staff members shall be allowed breaks and meal periods as outlined below. Rest and meal periods not utilized on a daily basis may not be accumulated:

a. Paid 15-minute rest period for each 4 hours worked, scheduled as near as possible to midpoint of each work period – employee may not be required to work more than 3 hours without a rest period.

b. Unpaid meal period (if more than 5 hours are worked in a shift) at least 30 minutes or 1 hour, to be taken at least 2 hours into the shift and no later than 5 hours after the beginning of the shift.
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Relevant PSESD Board Governance Policies: EL 4, Treatment of Staff

Legal References:	WAC 296-128-520 
WAC 296-128-530 
U.S. Department of Labor Wage & Hour Division 
