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Flextime Work Schedule Notification
To provide employees the opportunity to meet family and personal needs, flextime work schedules may be practiced during the summer.  Flextime work schedules may begin at the beginning of a pay cycle, and must end on the date determined by the college dean/department director.

To notify the Department of Human Resources of your unit’s participation in a flexible work schedule, please:

1. Submit this completed form with appropriate approvals to Human Resources
2. Submit names/position titles of employees approved for participation
3. Attach the approved work schedules of participating individuals

4. Submit requests to Human Resources in advance of the schedule begin date.

For helpful flexible schedule procedures and guidelines, please refer to the HR website.  

	
	
	

	____________________________________
	_______________________________________
	_______________________________

	Department/College
	Department Representative*
	Phone

	
	
	

	______________________________
	________________________________
	

	Flex Schedule Begin Date
	Flexible Schedule End Date
	


*Supervisory oversight of the flexible scheduling program in the unit.


All approval signatures are required for acknowledgment:
	Signed:
	________________________________________
	_______________________

	
	Department Director
	Date

	Approved:
	________________________________________
	_______________________

	
	Vice President or Designee
	Date

	
	________________________________________
	_______________________

	
	Department of Human Resources Representative
	Date
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