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Student Development and Enrollment Services 

Alternative Summer Work Schedule for A&P, Faculty, and USPS Employees 

REQUEST FORM 

Employee Name:          Empl ID:       
 
Department:        Fac:    A&P:      USPS:  
 
Supervisor:          Director:          
 
 
Alternative Work Schedule for Summer 2019 (Please check one): 
 
Option A:    

Employee works four 10-hour days per week reducing the workweek to four days. 
The employee will work with the supervisor and/or director to determine the day off.  Describe 
the work hours and days that the employee will work during a Monday to Friday workweek: 
 
             

 
Option B:    

Employee works four nine-hour days per week and one half-day (4 hours) on one of the days 
during that week. The employee will work with the supervisor and/or director to determine 
which day will be taken as the half-day off.  Describe the work hours and days that the employee 
will work during a Monday to Friday workweek: 

 
              
 
Option C:    

Flex work hours.  Employee works five eight-hour days per week, but there is flexibility in the 
employee's starting and ending times, e.g. 9 a.m. to 6 p.m. or 7 a.m. to 4 p.m.  Total working 
hours and compensation must remain the same for each two-week pay period.  Describe the 
flex hours that the employee will work during a Monday to Friday workweek: 
 
  

 
 
Start Date:     (Employee may start an alternative work schedule at the beginning of 
any pay period, but not prior to June 14.) 
 
End Date:     (Employee or supervisor/director may end an alternative work schedule 
at any time, but must not go beyond August 15.) 
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Employee understands that this is a summer program that will end on August 15, and that the program 
can be ended at any time prior to that if the departmental director, AVP or SLT member feels that the 
alternative work schedule is interfering with the employee’s work performance or the department’s 
service level. Employees must work a total of 40 hours per week. 
 
           
Employee Signature     Date 
 
The departmental director understands the expectation that a department’s service level will not drop 
and that employees who work directly with Orientation must be able to fulfill those responsibilities.  It is 
further understood that directors are responsible for monitoring their employee’s performance while 
participating in the alternative summer work schedule program, as well as the service, programs and 
activities related to metrics and student success.         

  Not 
                       Approved       Approved 
 
            
Director’s Signature     Date 
 
 
           
AVP Signature (if applicable)    Date 
 
 
           
SLT Signature      Date 
 
 
SLT Member:  Please forward approved request forms to bps@ucf.edu for tracking of employees in 
the program. 
 
Director, AVP, SLT Member:  Please also forward any unapproved requests to bps@ucf.edu and 
indicate the reason the request was not approved.  Please also discuss with the employee the reason 
for not approving the request. 
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