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I.
Normal Working Hours

The normal work day at the College consists of eight hours starting at 8:30 a.m. and ending at 5:00 p.m. with one half hour allowed for lunch.  The normal work week consists of five eight hour work days starting with Monday and ending with Friday, unless a different workweek is established throught a written alternative work schedule agreement.

II.
Necessary Deviations from Normal Working Hours

A.
There are some deviations from the normal work day and from the normal work week which are dictated by the needs of Montgomery College.  Certain functions of the College require a longer total work day.  Supervisors may designate a different work day for certain positions in order that, by staggered or overlapping work schedules, the function can be staffed for a work day longer than eight hours or on weekends.  Certain functions require round‑the‑clock coverage.  In such areas certain positions are assigned to different eight hour shifts in order to provide the needed round the clock coverage.


B.
Associate and support staff employees are generally employed for a specific work day.  The College may, however, need to change the work hours of employees in order to meet changing requirements of the unit or College.  Whenever such changes are required, the College will make an effort to implement changes with minimum inconvenience to the affected employees.


C.
Administrative staff employees are expected to work the number of hours required to perform their assigned duties as management personnel.

III.
Rest Periods for Associate and Support Staff Personnel

A.
Because of the nature of certain functions of the College, supervisors may grant rest periods of fifteen minutes during each half day period of a working day.  The immediate supervisor will arrange the appropriate times for rest periods for employees.


B.
The total amount of time used by an employee for his or her lunch break and rest period(s) may not exceed one hour per day.
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