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BUREAU DIRECTIVE:

Probation & Parole Bureau management will estal#disiployee work schedules and may assign or
consider alternative work schedules. Scheduldd&ibased on the essential functions and duties of
positions, workloads, office coverage, and the ramitagreement.

DEFINITION:

Alternative Work Schedule A work schedule established after collaboradissussion between a
supervisor and an employee which allows the entiwek day and/or work week schedule to start
and end at an earlier or later time than the stahgark schedule, or include a Saturday or Sunday.

Management- Adult Community Corrections Division (ACCD) emogkes with management or
supervisory responsibilities and duties includibgit not limited to, the ACCD Administrator,
Probation & Parole Bureau Chief, Regional Admirgirs, and Probation & Parole Officer Ils.

Short-Term Alternative SchedulesAlternative schedules which last for less thewes (7) calendar
days and require approval by the assigned superviso

Standard Work Schedwe8:00 a.m. to 5:00 p.m. Monday through Friday dcite

Long-Term Alternative SchedulesAlternative schedules expected to be permamehtequire the
approval of the assigned supervisor. An examplleadour (4) days at 10 hours/day schedule.

PROCEDURES:
A. Work Schedules

1. Nothing in this procedure limits the authority betProbation & Parole Bureau (Bureau) to
establish or change work schedules as necessagyripout the mission of the Bureau or the
Department of Corrections (DOC). Before a long-tatternative work schedule is approved
or assigned, applicable labor contracts will beewed and followed.

2. According to Montana statutes, state offices mesojpen from 8:00 a.m. to 5:00 p.m. daily
except on Saturdays, Sundays and holidays. Wheolidai falls on a weekend, an office
may close on a Friday or Monday. Approval of altgive work schedules is contingent on
maintaining adequate staff coverage during thesesho

a. Any time an office must be closed other than forammeriods, the supervisor will be
alerted to the closure. Whenever possible, local émforcement and court officials
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3.

should also be notified. The Regional Administrg®A) will contact the Bureau Chief
when a regional office must be closed.

b. Supervisors will establish work schedules so thifices remain open during meal
periods and leaves of absence. However, ProbétiBarole offices with less than three
(3) employees will have an answering machine oceroanail to direct business to another
office during meal periods or leaves of absence.

Work schedules shall be outlined with a startingeti meal period, rest/coffee break time and
ending time. All schedules will limit work to 40 tas per workweek. No overtime will be
scheduled.

Permanent work schedules may be changed for aciguffijob-related reason with 10
working days notice to management. In a staffingeg®ncy, a work schedule may be
withdrawn upon 24-hour notice.

The Bureau Chief will approve work schedules forsRARAs will approve work schedules
for POIl's and determine who establishes the sclesdof Officers and administrative
support by considering the chain of command inrdgeon and local offices, and according
to standard operating procedure and contract layegua

B. Alternative Work Schedules

1.

An employee may request an alternative work scleedot to exceed 40 hours per week,
with the approval of the Bureau Chief or designee.

Management may establish work schedules as follows:

a. Employees hired before January 1, 1996, may belatdekto work up to eight (8) hours per
week on an alternative schedule if mutually agrisetabthe employer and employee.

b. Employees hired after January 1, 1996, may be stédedo work up to 16 hours per week
on an alternative schedule as mutually agreedif botitual agreement cannot be reached,
management’s staffing needs shall supersede thieysejs preferred alternative schedule.

c. Employees hired after July 1, 2006, may be schddalevork up to 24 hours per week on
an alternative schedule as mutually agreed untie B0, 2007, but if mutual agreement
cannot be reached, management’s staffing needsssipgrsede the employee’s preferred
alternative schedule.

The general goals of alternative work schedulesasaifellows:

 To provide the community, the offender, and laweecément greater access to the
services a P&P Officer (Officer) provides, focusiog public safety and offender
supervision.

» To encourage Officers to meet with their offendarghe offenders’ homes and with the
offenders’ family members;

 To encourage Officers to work in the community fble purposes of performing
collateral contacts.

 To increase Officer visibility, promoting a posgivpublic perception and better
understanding of the DOC and the criminal justicgtiem.
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* To actively monitor offender supervision by freqtieg places that offenders are known
to gather, assuring both the community and thenoffe that the offender is being
monitored.

* To promote restorative justice in the community &rccrime victims.

4. Officers’ duties involve considerable and frequeanteraction with offenders, other
employees, the public and other agency personmelefore, supervisors should not approve
work schedules that significantly reduce employelability and/or accessibility.

5. An alternative work schedule will be considered wineaking a reasonable accommodation
for a bona fide disability, unless to do so woullgpose an undue hardship on the Bureau.

V. CLOSING:

Questions concerning this procedure shall be dicetd the RA or designee.



