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Agent Work Schedules 
 
The purpose of this statement is to clarify expectations of the work hours of Extension 
Agents. The issue is whether agents are expected to work during the normal office 
hours plus evenings and weekends in conducting meetings and activities. This 
document does not deal directly with what the university defines as flexible work hours 
or flexible work arrangements.  
 
The Cooperative Extension Service supports the appropriate balance of work and 
personal life of all employees. Extension agent work schedules are often dictated by the 
availability of clientele and the nature of educational programs. It is not unusual for 
agents to work during lunch hours, evenings and weekends. While achieving work 
objectives, it is also important that agents maintain balance between work and personal 
time. For example, if agents are working evenings or weekends to conduct meetings, it 
is acceptable for them to adjust their time during the normal work day. However, if 
clientele regularly visit the office or call during a particular time of the day, agents should 
make every effort to be available during those hours. 
 
If an agent has a question about adjusting schedules, discussions should be held with 
the respective district director. Adjusting schedules should not be designed to equitably 
compensate (hour for hour) for work outside the normal workday (i.e. compensatory 
time). As exempt employees, agents do not qualify for compensatory time, since they 
are expected to work      Monday – Friday from 8:00 AM – 4:30 PM, with evenings and 
weekends as needed. Most weeks will exceed 40 hours, some of which are scheduled 
at times other than the normal work day. Support staff members are not exempt 
employees and are eligible for compensatory time. 
 
Agents should always keep support staff apprised of their work schedules. Professional 
courtesy also requires that agents communicate with their office team in advance when 
they will be adjusting their schedules. Controlling one’s schedule to best meet the needs 
of clients, while achieving a balance in work and personal time, is not only healthy for 
the individual, it is healthy for Extension as an organization. 
 
 



Hourly Employees of the Kentucky Cooperative Extension Service 

Support staff members are not exempt employees and are eligible for compensatory 
time. Hourly employees must follow the work schedule as assigned by their supervisors. 
Hourly employees interested in exploring flexible work schedules as defined by the 
University of Kentucky, should discuss their ideas with their direct supervisor and district 
director.  

Reference materials may be found at: 

UK Worklife Guidelines 
http://www.uky.edu/hr/sites/www.uky.edu.hr/files/worklife/documents/worklife_flexWork
Guidelines.pdf  

Cooperative Extension Office Procedures Manual 
http://manual.ca.uky.edu/ 

This document should be housed in the Office Procedures Manual under 
Miscellaneous, Extension Manual under Operational Policies and Procedures, and 
should be discussed during initial employee orientation and again as needed.   
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