
Fle xtime and Core Hours  

F le xtim e  is  a n  a rra n g e m e nt  th a t  a llo ws  e m p lo ye e s  to  a lte r  th e  s ta rt  a n d  e n d  tim e s  of  

his  /he  r workday a  round the norma l office s  che  dule of 8a m to 5pm a s  long a s  the y a re 

a t  work during the Firm’s de  s  ignate  d “Core Hours .” Core hours a re de  fine  d a s  a fixe d 

block of time whe n employee  s a re expec ted  to be working on the ir sche  dule  d da ys . 

The Firm de fine s core hours as 9:00am to 4:00pm. ES  T. 

• Fle xtime  doe s  not re duce  the  tota l numbe r of hours  worke d in a  give n we e k.

• Fle xtime  and core  hours  do not a pply to employee s  working a  re duce d

s chedule , pa rt-time , s ea s ona l or to inte rns  a s  the ir s che dule s  a re  de te rmine d on

a  ca se -by-ca s e  ba s is .

Guide  line  s  

1. A flextime  sche dule  is  not a ppropria te  or ava ila ble  for a ll pos itions , a ll employe es

or in a ll s e ttings . Bus ine s s  a nd client ne e ds , a s  we ll a s  cove ra ge  requireme nts ,

will come  firs t.

2. A flextime  s che dule  s hould not ne ga tive ly a ffe ct the  workloa d or productivity of

coworke rs  e ithe r by s hifting burde ns  or cre a ting de la ys  or a dditiona l s teps  in the

workflow.

3. Employe es  a re  expecte d to be  ava ila ble  and a tte nd inte rna l a nd clie nt me e tings ,

office  me e tings , e ve nts , a nd activitie s  s che dule d be fore  or a fte r the  core  hours  if

re quire d. For e xample , you may ne e d to be  a t a  clie nt’s  office  a t 8a m for a

me e ting e ve n if you don’t norma lly come  in until 9am.

4. Employe es  s hould upda te  the ir s ta tus  on S kype  a nd the  EIO Boa rd e a ch da y

s o tha t pa rtne rs , dire ctors , ma na ge rs , re ceptionis ts  a nd your coworke rs  know

whe n you a re  e xpe cted a t work.




