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Flexible scheduling is the temporary rearranging of an employee’s work schedule to
accommodate needs in the department.

Scheduling an employee for a flexible work week must be done in advance. The change in
schedule must accommodate the needs of the department. The employee must agree to

The schedule must not exceed 37.5 work hours during a calendar week unless the
supervisor has requested and received approval from the president for overtime pay for the

If the employee is scheduled to be off from work during the early part of the week and is not
able to work the “make-up” hours during the latter part of the week, the employee must take

Approval of the president is not required for flexible scheduling that does not exceed 37.5

In the event a paid college holiday falls during a work week, the staff member on a flexible
schedule will receive 7.5 hours per holiday. The employee is responsible to work the
remaining required hours that week. Example: If an employee is on a flexible schedule and
is scheduled to work 9.5 hours on a Monday and Monday is a paid college holiday, the
employee is entitled to 7.5 hours of paid holiday leave, not 9.5 hours. In this case, the
employee must still work 30 hours the remainder of the week. The employee may choose
to take 2 hours vacation leave or reschedule the 2 hours sometime during that specific

1. Either the supervisor or the employee may initiate a flexible schedule.
2.
work the changed hours.
3.
additional hours.
4.
leave for the hours not worked during the week.
5.
hours.
6.
week with the approval of his/her supervisor.
7.

In the event a paid college holiday falls on a work day that the employee who is on a
flexible schedule is not scheduled to work, the employee does get the 7.5 hours per college
holiday off and is required to work the remaining hours that week.

College of Central Florida offers equal access and opportunity in employment, admissions and educational activities. The college will not discriminate on the basis of race, color,
ethnicity, religion, sex, age, marital status, national origin, genetic information, veteran status or disability status and any other factors prohibited under applicable federal, state, and
local civil rights laws and regulations in its employment practices or in the admission and treatment of students. Recognizing that sexual harassment constitutes discrimination on the
basis of sex and violates this policy statement, the college will not tolerate such conduct. The Title IX Coordinator has been designated to handle inquiries regarding nondiscrimination
policies and can be contacted at the Ocala Campus, 3001 S.W. College Road, at 352-291-4410 or Compliance@cf.edu.
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8. When an employee who is on a flexible schedule request, either vacation time or sick
leave, they are to be charged the number of hours that their flexible schedule requires. An
example is as follows: if an employee requests a vacation day for Wednesday and the
employee is scheduled to work 9.5 hours that day, 9.5 hours will be charged to vacation
leave.

9. Employees are not permitted to switch back to a regular schedule to accommodate sick
leave or vacation requests. A flexible schedule form will be completed and signed by all
parties. The flexible schedule must be signed by the employee, the supervisor, and the
area vice president and maintained in the department.

Vice President, Administration &
Finance Date:

Approved by President Date:
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Flexible Schedule
| have read and understand the administrative procedures regarding flexible scheduling.

Employee Name:

Print Name

The following flexible work-schedule will be effective:

Date

Work Week Schedule:

Sunday to
Monday to
Tuesday to
Wednesday to
Thursday to
Friday to
Saturday to

Per College policy, a one-hour lunch break is required.

Employee Signature Date

Supervisor Signature Date

Vice President Signature Date




