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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Flextime Policy

The operating days and hours of [Name of Company/Organization] are Monday through Friday, 8:30 a.m. to 5:30 p.m. All employees are expected to be at work during these hours unless approval is granted for a flexible work schedule (flextime).

Flextime is a practice that gives employees the flexibility to perform their assigned duties outside of regular business hours. No employee is entitled to flextime; however, where possible, flextime will be granted to employees to help accommodate outside commitments.  For example, a possible flextime arrangement is arrival at 10:30 a.m. and departure at 7:30 p.m. 

Supervisors approve flextime on a case-by-case basis. Not every position is eligible for flextime because each position’s duties vary. Therefore, not every employee will be able to work a flextime schedule. Full-time employees who have completed at least six months of employment are eligible for flextime. If you need a flextime schedule, first, discuss possible flextime arrangements with your supervisor and submit a written request to them. Your supervisor will approve or deny the flextime request based on staffing needs, your job duties, your work record and your ability to temporarily or regularly return to a standard work schedule when needed. 

Flextime arrangements may be suspended or cancelled at any time. Exempt employees are expected to work whatever number of hours required to perform their duties appropriately. Non-exempt employees may be asked to work overtime regardless of a flextime schedule. 
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