[bookmark: _bookmark75]704 – SUMMER HOURS 

704.1 [bookmark: 704.1_Statement:]Statement:
Hood College grants the closing of offices on Fridays generally between Memorial Day weekend through the end of July, except for areas where continuous operations are essential.
704.2 [bookmark: 704.2_Philosophy:]Philosophy:
The College recognizes employees’ dedication to its students during the academic year and shows its appreciation through this practice during the summer months when most students are away. The College understands that employees like additional time off for personal business and/or extended weekends.
704.3 [bookmark: 704.3_Procedures_and_Guidelines:]Procedures and Guidelines:
· Depending on the academic calendar, offices will be closed on Fridays generally between Memorial Day weekend and the end of July. However, exceptions to this practice may be made when employees are needed to provide support to campus-wide events, such as Reunion Weekend.
· During this time, the College’s core work hours as stated in Policy 801 Work Hours and Pay Practices are altered.  Staff employees are expected to arrive at work Monday – Thursday from 8:00AM to 5:00PM with a 30-minute lunch break.
· Specifics procedures and exceptions to the schedule are announced in early May.
· Regular non-exempt (hourly) staff employees will be paid for those hours that are the difference between normal core work hours and work hours during this summer schedule. 
· For employees who cannot take the hours due to work responsibilities, these hours cannot be counted as overtime. However, managers are asked to provide alternative opportunities to reduce hours for these employees.
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