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3.26 FLEX TIME

3.26.1 INTENT:

LICA is committed to ensuring that all Employees enjoy a healthy work experience that
allows them to maintain a proper work-life balance while allowing LICA to achieve its
goals. LICA also recognizes that there will be occasions when additional time will be
necessary to meet such extraordinary situations. The purpose of this Policy is to provide
for these situations by ensuring that flex time and compensation are:

e Administered consistently and complies with applicable legislation;

e Recorded and documented accurately; and

e Paid correctly.

3.26.2 DIRECTIVES:

e LICA utilizes flexible work arrangements to meet the purpose set out above. A flexible
work arrangement means an arrangement entered into between LICA and an
Employee that alters the Employee's work schedule.

e Eligible Employees must complete the Flexible Work Arrangement Form. The
Reporting Manager will then review the request and advise the Employee if they are
approved for the arrangement, and the details of the arrangement.

e LICA can also propose a Flexible Work Arrangement by providing an Employee with
a Flexible Work Arrangement Form, which sets out the terms and conditions of the
proposed arrangement. Employees do not have to accept the proposed arrangement.

e Flexible work arrangements may not be appropriate for every Employee and may
change as a result of emerging circumstances.

e A flexible work arrangement will:

o be offered as a privilege by LICA to Employees, and may be revoked where
performance issues arise or changes in business operational needs

o be in the best interests of both LICA and Employees by enhancing productivity,
health, culture, and team building

o ensure service and standards are maintained or enhanced

o focus on outcomes, outputs, and deliverables as opposed to where work gets
completed

o Dbe cost neutral

o support work-life balance
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3.26.3 SCOPE: Full-Time Permanent Employees
3.26.4 DEFINITIONS:
Eligible Employee: Permanent Full-Time Employees

Flexible work arrangement: An arrangement entered into between LICA and an Employee
that alters the Employee’s schedule of work.

3.26.5 IMPLEMENTATION:
3.26.5.1 FLEXIBLE WORK ARRANGEMENT TYPES
There are two options for Flexible work arrangements under this policy:
e Summer Hours: Specific alternative hours of work for defined months as detailed in
the Flexible work arrangement to allow for reduced hours of work in the summer.

Upon the completion of the Flexible Work Arrangement Form — Summer Hours,
LICA is offering Eligible Employees the following options:_

Employee regular schedule September 1% to June 30" Weekly | July 1% to August 31% Weekly
Hours Hours

Option 1 43 hours per week 24 hours per week

Option 2 41.5 hours per week 32 hours per week

o The reduced work hours from July 1% to August 31% are in consideration of the
extra hours worked by the Eligible Employee from September 1% to June 30

o Hourly employees that opt into the Flexible Work Arrangement will be paid for
actual hours worked at regular time (i.e. during the increased hours, will be paid
for those increased hours worked and during the decreased hours will be paid less
based on decreased hours worked)

o Salary employees their salary will remain consistent throughout the year.

e Ad Hoc: Flexible work arrangement is intended to provide ad-hoc flexibility in the
work schedule as per the parameters in the agreement as agreed by the Employee and
Reporting Manager. The Flexible work arrangement may not exceed 30 hours of
banked flex time. Employees in a formal management role that are overtime ineligible
as per Alberta Employment Standards are eligible to apply for Ad-hoc Flexible Work
Arrangement. Overtime Eligible Employees may utilize banked time and time in lieu
as per the Overtime Policy.
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3.26.5.2 APPROVAL PROCESS:

e Flex Work Arrangements must be re-entered into annually commencing September
Ist (or closest Monday to September 1st)

e Employee requests the Flexible Work Arrangement via the Flexible Work
Arrangement Form; requests must be submitted by August 1st

e Approved Flexible Work Arrangements for Summer Hours commence September 1st
to August 31st annually.

e The Reporting Manager has final approval as to whether an Eligible Employee will
be approved for a Flexible Work Arrangement.

3.26.5.3 RESPONSIBILITIES:
e The Reporting Manager is responsible for:

o Setting expectations, assigning work, and tracking measurable outcomes, outputs,
and deliverables to Eligible Employees,

o Developing and putting in place mechanisms to monitor and evaluate the
Employee’s flexible work arrangement,

o Review the flexible work arrangement for each Employee as needed to determine
if the arrangement is to continue or if adjustments are required.

e FEligible Employees are responsible for:

Meeting or exceeding the expectations set by the Reporting Manager,
Ensuring they are productive during their hours of work,

Attending all required meetings virtually or in person,

Communicating and being responsive while in a flexible work arrangement.

o O O O

3.26.5.4 EXCEPTIONS:

e Where an Eligible Employee is unable to comply with the flexible work arrangement
due to medical or other related reasons, LICA shall make exceptions as deemed
necessary.

e Exceptions to a flexible work arrangement may be provided on an ad-hoc basis with
authorization of the Board of Directors. A written request for an exception must
include:

o the nature of the exception

o areasonable explanation for why the exception is required

o confirmation that the exception aligns with the considerations set out in the 3.22
Accommodation Policy
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o any risks created by the exception and how they will be managed.

o the written request and authorization of an exception are to be retained in the
Employee’s personnel file.

o all requests for accommodations on the basis of a protected ground shall be
considered in accordance with 3.22 Accommodation Policy.

3.26.5.5 TERMINATION:

A Flexible work arrangement may be terminated by LICA, for any of the following

reasons:

e Expectations and/or measurable outcomes, outputs or deliverables are not being
achieved,

e Failure to comply with LICA’s policies and procedures,

e Responsibilities of the position are no longer conducive to a flexible work
arrangement,

e The Employee transfers to a different role or department,

e Unexpected organizational changes,

e At the request of the Employee
o Where a flexible work arrangement requires termination by LICA, the Employee

shall be provided with two weeks of notice to make any necessary arrangements.

3.26.6 SUPPORTING DOCUMENTS

e 3.22 Accommodation

e Flexible Work Arrangement Form — Management

e Flexible Work Arrangement Form — Summer (Salary Employee)
e Flexible Work Arrangement Form — Summer (Hourly Employee)
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