Application for Approval of a Flexible Schedule

The following should be considered when setting up a flexible schedule:

1.
The proposed schedule must be mutually agreeable to all employees involved and the supervisor.

2.
Hours to be made-up cannot be carried into another workweek.

3.
All hours worked over 40 in the workweek must be paid at the overtime rate.  This includes: holidays, vacations, sick leave, jury duty, funeral leave and military duty.

4.
The department head or designee must approve the flextime schedule in advance of its implementation.

5.
Must be approved by Human Resource Services if the flex-time schedule requires an exception to the University policy of overtime pay after 8 hours/day on a continuing basis for more than one workweek.

For additional details - see Purdue University Business Memorandum Number 178.
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Proposed Work Schedule
Lunch


Start
End
Start
End
Start
End
Start
End

Monday
     
     
     
     
Monday
     
     
     
     
Tuesday
     
     
     
     
Tuesday
     
     
     
     
Wednesday
     
     
     
     
Wednesday
     
     
     
     
Thursday
     
     
     
     
Thursday
     
     
     
     
Friday
     
     
     
     
Friday
     
     
     
     
Saturday
     
     
     
     
Saturday
     
     
     
     
Sunday
     
     
     
     
Sunday
     
     
     
     
Special conditions or instructions:  (holidays, vacations, etc. - use the back if necessary)

     
     
     
Approvals

Signatures:


Employee
Date


Supervisor
Date


Department Head or Director
Date


Personnel (If applicable - see instructions above)
Date
Approved Copies to:

 FORMCHECKBOX 
 Employee(s)
 FORMCHECKBOX 
 Dept. Personnel File
 FORMCHECKBOX 
 Supervisor
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 Payroll Clerk
 FORMCHECKBOX 
 Human Resource Service Team

