Department of Administrative Services

Flex Time Agreement
The Division Administrator may use flex-time to meet the needs of the Division as well as individual employee needs.  Flex time allows an employee to work the regularly scheduled number of hours in a week but have a fluctuating start and stop time outside the core office hours of 8:00 am to 5:00 pm, Monday thru Friday as outlined in Nebraska State Statute 81-113.  The Division Administrator reserves the right to fluctuate an employee’s flex-time scheduled to meet emergency situations or to have the employee attend mandatory divisional meetings.  Any flex-time agreement will remain enforce until written notification is given to the employee ten working days prior to a schedule change in working hours or working days.

Flex schedules will not be permitted to allow an employee to start work after 9:00 am or leave work before 3:00 pm.  Any flex schedules that start prior to 7:00 am or any that would end after 6:00 pm will need additional approval from the DAS Personnel Administrator.  Flex schedules will not be granted for shift workers.  

Lunch breaks must be taken between the hours of 11:30 am to 1:30 pm for a minimum of 30 minutes. Two 15-minute rest periods are to be taken for every eight-hour work shift.  Rest periods are not to be taken before one hour after the employee arrives at work, nor one hour before the employee leaves work and are not to be added on to lunch breaks.

The employee hours will be from  ___________ am  to ____________ pm  with a ________ lunch period.  

The days of the work-week will be from ____________ to ____________  

Effective date_____________ Ending Date ( if known)______________

An immediate termination of flex-time will be exercised if an employee abuses these working hours.

All signatures listed below have agreed to this flex-time schedule.  Copy of this agreement will be retained with the employee, supervisor, division administrator and the employee’s personnel file.

____________________________


___________________

Employee




Date

____________________________


___________________

Supervisor




Date

____________________________


___________________

Division Administrator



Date

____________________________


___________________

Personnel Administrator



Date
8/25/2008

