
EXHIBIT I  

FLEXTIME GUIDELINES  
For Bargaining Unit Employees in  

Design Drafting Department  
 

1. GENERAL  

Company's basic workweek for office personnel is 8:00 a.m. to 5:00 p.m., 
Monday through Friday, with an hour for lunch each day generally between 12:00 
noon and 1:00 p.m. Flextime is intended to result in the same number of hours 
per week but also to allow some flexibility in the actual hour of starting or 
stopping work.  The following limitations will be observed in determining the 
degree of flexibility permitted.  

2. HOURS  

No employee shall start work earlier than 7:00 a.m. nor end work later 
than 5:30 p.m. unless specifically authorized to work overtime.  No employee 
who is subject to the Wage & Hour provisions of the Fair Labor Standards Act 
(i.e., weekly paid employees shall work more than eight hours in one day unless 
specifically authorized to work overtime).  

3. CORE TIME  

During core hours of 8:30 a.m. to 11:30 a.m. and 1:00 p.m. to 4:00 p.m. 
each workday, all employees are expected to be at work except for authorized 
breaks as described below. Employees who find they are unable to report to 
work due to illness or other cause shall notify their immediate supervisor prior to 
8:30 a.m.  

4. BREAKS  

Employee may clock out to take breaks for coffee or other personal 
business at any time except that, if such breaks fall within a "core time" period, 
they shall not occur at the beginning or end of such period nor shall they exceed 
30 minutes each unless special approval is obtained from an immediate 
supervisor. Normal visits to toilet facilities or water cooler are not considered 
"breaks" in this context nor is the consumption of coffee or similar beverage at 
the work station while continuing to work.  Similarly, an employee who is away 
from his/her work station on Company business is considered to be "at work."  

5. LUNCH  

Lunch breaks shall be of at least one-half hour duration and shall not 



commence earlier than 11:30 a.m. nor end later than 1:00 p.m.  Employees may 
take lunch in work areas provided they do not disturb other working employees.  

6. WORK TIME  

Accumulated work time for each employee, unpaid breaks, described 
above shall equal at least 37-1/2 hours each week.  No weekly paid employee 
shall accumulate more than eight hours of work time in any one day unless 
specifically authorized to work overtime.  

 7. ADJUSTMENTS  

Although the goal of Flextime is to enhance employee morale and 
productivity by allowing an element of personal freedom in the establishment of 
work hours, it may occasionally be necessary for the immediate supervisor to 
adjust an individual's Flextime schedule to meet departmental requirements, e.g., 
the maintenance of minimum Unit coverage between the hours of 8:00 a.m. to 
12:00 noon and 1:00 p.m. to 5:00 p.m.  

8. CANCELLATION  

Either party to this Agreement may unilaterally, with or without cause, cancel 
flextime arrangement provided for herein following 30 days' notice to the other 
party of such intent. (Added 1/1/83)  


