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HOURS OF WORK

A. WORK SCHEDULES
1.

The standard work week for fulltime appointed employees is thirtyseven and
onehalf hours, divided into five days, Monday through Friday, with employees
regularly scheduled to work seven and onehalf hours per day or the equivalent
thereof. Departments which operate on a forty hour work week include Denver
Research Institute, Campus Security, classified employees and others designated
by the University as appropriate.

2.

The standard hours of operation for University departments and offices are
Monday through Friday, 8:00 A.M. to 4:30 P.M. University departments and
offices are expected to remain open for business between noon and 1:00 P.M. by
using a flextime schedule, unless impractical.

3.

Employees receive a one hour unpaid meal period, which will normally be taken
between 11:00 A.M. and 2:00 P.M.

B. FLEXTIME
1.

As an alternative to the standard 8:00 A.M. to 4:30 P.M. work week, employees
may request a flextime work schedule under which employees could normally
begin their workdays anytime between 7:00 A.M. and 9:00 A.M. daily on the
hour or half hour. Supervisory approval for a specific flextime work schedule is
required in advance; the schedule must accommodate the requirements of the
department.

2.

The University retains the right to specify certain designated work hours
affecting all employees or groups of employees. Daily and weekly work
schedules may be changed from time to time at the discretion of the University
to meet varying business conditions. Changes in work schedules will be
announced as far in advance as practical.

C. PROVISIONS OF THE FAIR LABOR STANDARDS ACT
1.

The University defines exempt and nonexempt employees in accordance with
the provisions of the Fair Labor Standards Act, and otherwise meets the
requirements of the Act.

2.

Compensation for overtime hours worked is governed by the provisions of
the Fair Labor Standards Act. Employees eligible for overtime pay must
receive prior authorization to work overtime from their department or
budgetary manager.
a.

Nonexempt employees will receive overtime pay computed at
1 1/2 times the hourly rate for all hours worked over 40 hours in
7 consecutive day work week.

b. The 40 hours of work excludes paid time off not worked; holidays,
vacation and sick leave.
D. PAYROLL RECORDS
Federal and state laws obligate the University to maintain specific records regarding
hours worked. Employees are required to record their work hours and leave time taken on
the appropriate time record forms. Hours worked and leave time taken must be recorded
accurately, and falsification of a time record is grounds for disciplinary action.

