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�x Non -exempt employee schedule:  For non-exempt employees, an adjusted schedule 
may not change the number of hours the employee is expected to work each week. 
 

�x Lunch and breaks:  For non-exempt employees, an adjusted schedule will continue to 
require a one-hour lunch break and prior approval for overtime work. The timing of the 
lunch break must conform to othe r Southwestern Law policies. 
 

�x Departmental staffing:  
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must be completed, signed, and filed with Human Resources before the adjusted 
schedule begins. Please note that we are in the process of developing a template 
agreement for supervisors to complete. But in the interim, supervisors should send an 
email to Human Resources that includes all information related to the adjusted schedule 
(e.g., employees name and position; current schedule; proposed adjusted schedule; time 
period covered; etc.). Please allow Human Resources 5 business days to prepare the 
agreement for review. 
 

�x Questions  or concerns:  Questions or concerns about these guidelines should be 
directed to Human Resources. 

 

Administrative policy approved July 9, 2021.  


