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1.0

Purpose/ Background
NAIT’s commitment to support its employees and be an outstanding workplace involves
supporting the ability to pursue work life balance. Flexible work options provide employees
with a means to achieve a balance between professional and personal responsibilities in a
manner that benefits both the employee and NAIT. The potential benefits include:
• increased employee motivation and improved performance
• increased employee commitment to the institute
• NAIT’s ability to be an employer of choice
• reduced absenteeism and employee turnover
• reduced stress due to conflicting personal and professional priorities

2.0

General Principles
2.1
NAIT’s procedure regarding flexible work arrangements will be in alignment with
applicable provisions of the AUPE Collective Agreement and any applicable provincial or
federal legislation.
2.2
The consideration and approval of flexible work options is the responsibility of individual
programs and departments based on their operational requirements.
2.3
All flexible work options will receive fair and reasonable consideration and may be
implemented to support the employee’s pursuit of work-life balance.
2.4
There shall be no reduction in standard hours due to the implementation of a flexible
work schedule or flexible hours.
2.5
NAIT is a dynamic environment with changing operational needs which may result in a
variety of flexible work options across programs or departments.
2.6
NAIT HR provides support to ensure NAIT remains compliant with current Alberta
Employment Standards.

3.0

Definitions
Term
AUPE
Averaging Agreement

Definition
Alberta Union of Provincial Employees
Agreement used to define the details of a Flexible Schedule
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EDO
Flexible Hours
Flexible Schedule
(previously referred to as
compressed hours of work)
Flexible Time
Leader

Earned Day Off (accomplished by modified or compressed hours of
work)
An arrangement where employees work the standard number of hours
in a workday, but vary their start and end times
This allows an employer to schedule an employee to work longer hours
per day at their regular rate of pay in order to take paid time off. Hours
of work are averaged over a period of weeks.
Time accumulated via a Flexible Schedule to be taken as time off with
pay (also referred to as TOIL)
Employee with direct reports and the authority to approve or deny
requests

4.0

Procedures
4.1
NAIT employees submit a written request outlining their desired flexible work option to
their Leader including the rationale for the request, and outlining how it will support the
operational needs of the work area.
4.2
Requests to work flexible hours will be approved or denied by the Leader based on
operational requirement and the decision will be communicated in writing to the
employee.
4.3
Requests to work a flexible schedule will be approved or denied by the Leader based on
operational requirements. Where approved, the Leader will create an averaging
agreement (found on the NAIT intranet) for the employee. Where the request is denied,
the decision and rationale will be communicated in writing to the employee.
4.4
The agreed upon flexible schedule will be implemented on a mutually agreeable date,
taking into consideration the employee’s request and the operational needs of the work
area, and where required, union approval as per the collective agreement.
4.5
An averaging agreement must be completed for all approved flexible work schedules
and signed off by both the employee and Leader. Employees are not permitted to work
a flexible schedule without a current agreement in place.
4.6
It is the responsibility of the Leader to ensure a current agreement is in place for any
employee working a flexible schedule and that a copy has been sent to Human
Resources. Agreements cannot exceed two (2) years in duration.
4.7
It is important for employees to have breaks throughout their workday, therefore they
cannot forego coffee or lunch breaks to accumulate time. Employees may shorten their
lunch break to accumulate time, however a minimum unpaid lunch break of 30 minutes
is required for employees working shifts in excess of 5 hours.
4.8
Any hours worked in excess of 12 hours in a day will automatically be considered
overtime.
4.9
Overtime for employees participating in an averaging agreement will be calculated and
payable as outlined in the averaging agreement and in accordance with the collective
agreement or HR overtime procedure, whichever applies.
4.10 Either party to an individual averaging agreement may cancel the agreement with 30
calendar days’ written notice.

5.0

Exceptions to the Procedure
5.1
Exceptions to this procedure must be documented and formally approved by the Policy
Lead.
Procedure exceptions must include:
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•
•
•
•
6.0

The nature of the exception
A reasonable explanation for why the procedure exception is required
Confirmation that the exception aligns with the general principles
Any risks created by the procedure exception and how they will be managed.
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AUPE Collective Agreement
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