
 
Appendix G 

 

 
Flexible Work Schedule Agreement* 

 

A Request Type 

​NEW (Complete Sections B, C, D, E) 
​MODIFY  (Complete Sections B, C, D, E) 
​TERMINATE  (Complete Sections B, E) 

Flexible Work Schedule Requested Start Date  

Flexible Work Schedule Requested End Date (if known)   

 

B Employee Information 

Employee Name  

Hire Date  

Employee ID  

Position  

Site  

 

C Requested Flexible Work Schedule 

 Monday Tuesday Wednesday Thursday Friday 

Proposed Start Time      

Proposed End Time      

Additional information regarding request for Flexible Work Schedule (if desired). 
 
 

 
1.​ Duration: This agreement may be discontinued at any time by either party with reasonable advance notice. In 

the event that the agreement is canceled, up to three (3) work days may be required to coordinate any 
logistics to accommodate a return to the regular schedule. _____(employee’s initials) 

2.​ Overtime: A non-exempt employee working overtime approved in advance will be compensated in accordance 
with applicable law and rules. The employee understands that failing to obtain proper approval for overtime 
work may result in the flexible work agreement being canceled. _____(employee’s initials) 

*See Appendix 1 for the list of CSEA positions with the option for consideration of flexible work schedule. 
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3.​ Employee Rights: Employee rights provided for in the employee's Collective Bargaining Agreement are not 
affected by participation in a flexible work schedule arrangement. None of the rights or benefits provided 
under the employee's Collective Bargaining Agreement are enhanced or abridged by the guidelines of the 
flexible work schedule agreement. The implementation of the flexible work option, as defined herein, should 
not be construed to change or alter personnel management practices, such as rest periods, leave time, 
holidays and pay, as contained in applicable Collective Bargaining Agreement provisions or related law or rule. 
All forms of flexible work imply an employer-employee relationship with the employee receiving the same 
benefits and incurring the same responsibilities as a non-flexible schedule work employee. _____(employee’s 
initials) 

 
SCOPE OF AGREEMENT: 
Employee understands that all obligations, responsibilities, terms and conditions of employment with the District 
remain unchanged, except those specifically addressed in this Flexible Work Schedule Agreement. Any breach of 
this Flexible Work Schedule Agreement by Employee may result in modification or termination of the Flexible 
Work Schedule Agreement. 
 
The Flexible Work Schedule Agreement may be reviewed as needed and may be modified in response to a 
request by either the supervisor or Employee, changes in position or Employee eligibility, or to address individual 
or organizational performance. 
 
__________________________________________________​ ​ ​ _________________ 
EMPLOYEE SIGNATURE​ ​ ​ ​ ​ ​ ​ ​ DATE 
 

D Supervisor Response 

� Approved � Denied 

Reason for Denial: 
 
 
 
 

 

E Request Type 

​NEW  
​MODIFY  (Complete Sections B, C, E) This modified Flexible Work Schedule Agreement supersedes prior 
agreement dated __________________.  

​ TERMINATE  (Complete Sections B, E) This terminates the agreement dated __________________.  

I have read and understand this Flexible Work Schedule Agreement, understand its provisions and, by signing 
below, agree to be bound by this agreement. 

Employee’s Signature Date 

Supervisor Signature Date 
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Appendix 1 

Flexible Work Schedule Agreement 
CSEA Positions with the Option for Consideration of 

Flexible Work Schedule 

● Accountant
● Accounting & Budget Analyst
● Accounting Specialist
● Accounting Technician I
● Accounting Technician II
● Accounting Technician III
● Accounting Technician III, Mandated

Costs
● Accounting Technician III, Student

Body Accounting
● Benefits Technician
● Bus Attendant
● Bus Driver
● Bus Driver Instructor
● Database Specialist
● Digital Media Production Specialist
● English Learner Program Data

Analyst
● Grounds Specialist I
● Grounds Specialist II
● Grounds Specialist III
● Grounds Team Leader
● Human Resource Technician I
● Human Resource Technician II
● Information Technology Specialist I
● Information Technology Specialist II
● Information Technology Specialist III
● Information Technology Specialist IV
● Instructional Support Specialist
● Interpreter/Translator - Spanish
● IT Project Manager
● Lead Mechanic
● Maintenance Specialist I
● Maintenance Specialist II
● Maintenance Specialist II, Pool

Specialist

● Maintenance Specialist III,
Electrician

● Maintenance Specialist III, HVAC
● Maintenance Specialist III,

Carpenter
● Maintenance Specialist III, Plumber
● Maintenance Specialist IV -

Electrician and Alarm Technician
● Nutrition Services Purchaser
● Payroll Technician
● Payroll/Benefits Technician
● Purchasing Technician
● Purchasing Technician Lead
● Purchasing/Warehouse Coordinator
● Registrar
● Research and Data Analyst I
● Research and Data Analyst II
● Research and Data Analyst III
● Research and Data Analyst

IV/Database Administrator
● School Secretary I
● School Secretary II
● School Secretary III
● Senior Systems Engineer
● Student Information System

Specialist
● Student Information/Database

Analyst
● Systems Engineer
● Translation Services Specialist
● Trip Coordinator/Bus Driver
● Web Content/Social Media

Specialist
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