
 
 
UWEX – Cooperative Extension 
Professional Time Scheduling for Faculty and Academic Staff 
Operational Guidelines 
 

Background 
 
Cooperative Extension positions have varying demands beyond normal working 
hours.  Professional time scheduling is an essential tool for developing and 
sustaining a successful long term relationship between the individual and the 
organization when the position requires professional contributions beyond normal 
working hours on a regular basis. 
 
Cooperative Extension faculty and academic staff are professional salaried 
employees.  As such, they are employed to develop and implement plans of work 
and accomplish agreed-upon work responsibilities.  Faculty and academic staff 
must have the flexibility to schedule professional time to meet clientele needs 
while not unfairly infringing upon their right to personal time away from job 
responsibilities.  Cooperative Extension faculty and academic staff are expected 
to provide for the delivery of program services to the public and, to fulfill that 
expectation, should maintain a schedule that allows appropriate public availability 
which is clearly communicated to clients, colleagues and support staff. 
 

Definition of Professional Time Scheduling 
 
Definition: Professional time scheduling reflects the fundamental nature of a 
salaried professional position to commit the time needed to accomplish agreed-
upon work responsibilities in a flexible manner.  
 
Professional time scheduling is meant to provide an opportunity to balance 
professional and personal time in this work environment.  Faculty and academic 
staff should not expect that hours worked in excess of 40 in a week be taken off 
“hour for hour” through professional scheduling.  Professional time scheduling is 
not the same as compensatory time for hourly employees. 
 

Establishment of Operational Procedures 
 
Operational procedure should provide the necessary flexibility to meet clientele, 
employee and office needs regarding the scheduling of professional time.   
 
It is expected the procedures will: 



 
1. Support a balance of professional time and personal time that is healthy 

for the individual and the organization; 
2. Provide necessary accountability through communication with staff and 

colleagues;  
3. Ensure reasonable access to Extension expertise during regular office 

hours; and 
4. Be consistent with federal, state, county and university policies. 

 

Guidelines 
 

1. Given that faculty and academic staff are expected to engage in extension 
programming during and beyond the regular established office hours (i.e. 
Monday through Friday), care should be taken to create a balance of 
professional and personal time that is healthy for the individual and the 
organization. 

2. Discuss professional time scheduling plans with office colleagues. 
3. Faculty and academic staff are accountable to communicate use of 

professional time scheduling to appropriate staff. 
4. Professional time scheduling is not intended to augment holiday, vacation 

or sick leave and a repetitive pattern should not be used in taking time of 
(i.e. taking every Friday off). 

 
 
These guidelines are to be used in offices to establish a healthy balance of work 
and personal time. 
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