FINANCE & ADMINISTRATION CABINET

FLEXIBLE WORK SCHEDULE AGREEMENT

	Employee Name:
	

	
	

	Department/Office:
	

	
	

	Branch/Unit:
	


A flexible work schedule is a privilege and requires written approval from an employee’s supervisor and division director or executive director/commissioner as applicable.  Any abuse of this privilege, as determined by the cabinet, may result in revocation of the privilege and resumption of regular work hours (Option A) for a period to be determined by the cabinet.  Changes requested by the employee shall only be made on a quarterly basis unless otherwise approved by the cabinet.
The supervisor will make every effort to approve a flexible work schedule request, taking into consideration the business requirements of the cabinet and understanding that it is the supervisor’s responsibility to ensure that every unit is adequately staffed at all times. It is also understood that the flexible work schedule may be altered or revoked if determined to be in the best interests of the cabinet. 

Flexible Scheduling (For those working Core Hours – 9:00 a.m. to 3:00 p.m.):
Option:   _____

A. Regular work week (8:00 A.M. to 5:00 P.M.)

B. Five day work week with eight (8) hours worked between 6:30 A.M. and 7:30 P.M.

C. Four day work week with ten (10) hours worked between 6:30 A.M. and 7:30 P.M.
             Day                                       Hours                                                   Lunch

             Monday                      ___________________

__________________

             Tuesday                     ___________________                     
__________________

             Wednesday                ___________________

__________________

             Thursday                    ___________________
__________________
              Friday                        ___________________
__________________

D.  Alternative work schedule--- any other option that is approved by the employee’s supervisor and director, executive director or commissioner, as applicable and the Division of Human Resources.  A memorandum from both the employee setting forth the requested work schedule and the supervisor justifying the alternative work schedule must be attached to this agreement.



Employee
Date

Agreed:


First-Line Supervisor
Date

Agreed:


Director, Executive Director, or Commissioner
Date
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