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Purpose:  To provide a framework for work schedules and guidelines for flexible 
scheduling. 
 
Work Schedules 
The nature of Pine Haven’s business requires that a variety of schedules are used, 
based on the business needs of the department and job responsibilities.  Department 
Managers will discuss work schedules with employees.  For nursing-related positions, 
Schedulers will also be involved in discussing work schedules. 
 
The organization’s business and staffing needs and work demands may require that 
starting and ending times of work schedules change.  The number of work hours that 
are scheduled each day and week also may change. 
 
It is very helpful to Pine Haven and beneficial for our residents when our employees 
pick up extra shifts when they are available.  Once an individual agrees to pick up an 
extra shift, it becomes that person’s responsibility to fulfill that shift or find an 
appropriate replacement.  
 
Flexible Scheduling 
Flexible scheduling may be available to employees depending on the business needs of 
the department and job responsibilities.  Flexible scheduling allows employees to vary 
the start and end times of their work day, including working a compressed workweek.   

Department Managers approve flextime on a case-by-case basis.  Employees who have 
completed at least six months of employment may be considered for flexible scheduling.  
The employee must first discuss possible flexible scheduling arrangements with his/her 
Manager and then submit a written request to the Manager, providing details of the 
proposed schedule. The Manager will approve or deny the request based on business 
and staffing needs, the employee’s job duties, the employee’s work record, and the 
employee’s ability to temporarily or permanently return to a standard work schedule 
when needed. Written documentation of the employee’s approved schedule will be 
forwarded to the Human Resources department for the employee’s file. 

A flexible scheduling arrangement may be suspended or cancelled at any time.  Exempt 
employees must depart from any flexible schedule to meet the needs of the 
organization.  Non-exempt employees may be asked to work overtime regardless of a 
flexible schedule.  


