[bookmark: _GoBack]Headquarters Flexible Work Schedule Agreement
(for Variable Week and Maxiflex Tours)

	Section 1 – To Be Completed by the Employee

	Name:

	Job Title:

	Requested Effective Date:

	I understand that if this request is approved, the days and hours indicated below reflect my standard biweekly work schedule.  I have read the Headquarters Work Schedule Policy and understand:

-my responsibilities and what is expected of me to fulfill my commitment to account for an 80-hour pay period under this work schedule arrangement (if part-time employee, strike out “80” and insert the correct number of hours).
-my supervisor may require me to change my tour, return to a Standard tour, or modify my biweekly work schedule for work related reasons.
-I must submit a new Headquarters Flexible Work Schedule Agreement if I wish to make a modification in my biweekly work schedule. 

Remarks, if applicable:  




	
Employee Signature: ___________________________________     Date Submitted: _________________

	Section 2 – To Be Completed by the Employee

	
Type of Tour:	 Variable Week	 Maxiflex

	Section 3 – Biweekly Work Schedule
(Variable Week requires hours on each day.  Maxiflex requires hours on a minimum of 4 days each week.  For 8-hour days, arrival cannot be earlier than 6:30, unless also requesting flexilunch.)


	First Week
	Hours
	Arrival
	Lunch Duration
	Departure
	Second Week
	Hours
	Arrival
	Lunch Duration
	Departure

	Monday
	
	
	
	
	Monday
	
	
	
	

	Tuesday

	
	
	
	
	Tuesday
	
	
	
	

	Wednesday

	
	
	
	
	Wednesday
	
	
	
	

	Thursday

	
	
	
	
	Thursday
	
	
	
	

	Friday

	
	
	
	
	Friday
	
	
	
	

	Total Hours
	
	
	
	
	Total Hours
	
	
	
	


	Section 4 – To Be Completed by the Supervisor

	 Approved		 Approved, with the above initialed modifications 


Signature of Supervisor:  ____________________________________     Date:_________________________

I understand that I am responsible for using appropriate internal procedures to enable me to certify this employee’s work hours from reasonable personal knowledge.



