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Flextime Approval Form

The work schedules of employees on flextime will be reviewed for maximum operational efficiency periodically or as necessary.

NAME (PRINT)



DEPARTMENT (PRINT)

Employee’s work schedule:

	
	FROM
	Lunch
	TO

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	


  * Core hours of 9-4 must be worked, employees will not be allowed to work through lunch.       

Backup coverage will be provided to accept calls, receive visitors, and routine business transactions (explain)



S.A.M. Hours of Work 02.A.20

2.4 The normal office hours of the components and System Administration shall be 8:00 a.m. to 5:00 p.m. Monday through Friday. These shall be the regular hours of work for full-time employees, except those employed by departments with functions that preclude an 8:00 a.m. to 5:00 p.m. Monday through Friday work schedule. The work schedules of employees in some positions may be adjusted as necessary to provide maximum operational efficiency. 

When the CEO or designee deems it necessary or advisable, offices may be kept open during other hours and on other days, but the time worked under this provision counts towards the required 40 hours per week.
2.5 Components are allowed to stagger normal work hours of their personnel in a manner consistent with federal and state regulations and in the interest of traffic regulations, public safety, environmental concerns, and the approved work-related preferences of employees, as long as the component remains open and offices are staffed between the hours of 8:00 a.m. and 5:00 p.m., Monday through Friday. 

2.6 State law requires that offices remain open during the noon hour each working day with at least one person on duty to accept calls, receive visitors, or transact business. 


Employee’s signature for Acknowledgement of Understanding   Date:


Supervisor’s signature for approval   Date:

*All Flex-time request must be maintained on file in the Deans Office . 
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