BAY COUNTY LIBRARY SYSTEM
Work Week Policy

No full-time hourly employee will be scheduled to work beyond a forty-hour work week, unless specifically approved by their direct supervisor who then notifies their Managing Librarian and Assistant Director. If an employee works any hours in excess of his or her daily schedule, that employee will need to have an equal number of hours of time off scheduled during that same week so as not to exceed 40 hours worked in that week. For questions regarding Sunday hours please see the Sunday Assignment & Compensation Policy.
Full-time employees work 40 hours per week which includes day, evening, and Saturday shifts with standard business hours of 8:00 a.m. to 5:00 p.m. or 11:00 a.m. to 8:00 p.m., including a one‑hour unpaid lunch break. Any temporary changes to the standard schedule, including flexible work arrangements or modifications, require prior approval from Managing Librarian or Administration. Part-time schedules vary depending on the coverage at the work sites.
PAGE  


Revised: 5/24/06, 5/27/26

