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Employment Agreement 
This flexible time schedule is established between Loyola University New Orleans and Click or tap here to enter text..
This agreement is effective as of Click or tap to enter a date. and will remain in effect for the next year unless modified or terminated by Loyola University New Orleans or the employee. This agreement will be reviewed at least annually. In the event that the university or employee intends to terminate this agreement, two weeks written notice will be provided, when possible. This agreement may be reviewed at any time if requested by either party. The agreed upon flexible schedule is described in this agreement.

This agreement is subject to the employee satisfying the following conditions on a continuing basis:
· The employee shall perform all job duties at a satisfactory performance level.
· The employee’s work schedule does not interfere with normal interactions with his/her supervisor, co-workers, students, or the university community.
· The employee’s work schedule does not adversely affect the ability of other university employees to perform their jobs.
· The employee will remain directly accessible to co-workers scheduled to work during the university’s core business hours.
· The employee’s paid leave will be earned and used in the same manner as prior to this flexible time scheduling agreement and be subject to all other applicable university leave policies.
In accordance with or in addition to the policy, the following applies to working remotely: 
· The employee understands that the University does not guarantee approval or continuation of flexible scheduling options and may at any time change any or all the conditions under which the employee is permitted to utilize flexible scheduling or end the agreement. 
· The employee that will be working remotely as a part of this agreement must complete the remote work safety checklist and certify that they will maintain the remote workspace in a safe manner that is free of safety and fire hazards and the employee will practice the same safety habits at the remote work site are required on campus. The university assumes no liability for injuries occurring in an employee’s home outside of work hours. 
· With reasonable notice, the University may make on-site visits to the remote employee’s home to determine if the work site is free from hazards, and to maintain, repair, inspect or retrieve University-owned equipment, software, data and supplies. 
· The employee will maintain appropriate security measures for protecting University assets, information, confidential material and systems including, but not limited to, the Information Technology Department’s hardware and software maintenance and security protocols.
· Tax or other legal implications for the business use of employee’s home will be based on IRS and state and local government restrictions. Responsibility for fulfilling obligations in this area rests solely with the employee. Loyola is not responsible for home office maintenance, utilities, insurance, property damages, etc. 
· The employee must return all University property provided for the purpose of facilitating flexible scheduling upon the termination of this agreement in the same condition in which it was originally received, minus normal wear and tear. The employee is personally responsible for missing or damaged equipment. The University property to be used at the remote location including hardware, software, printers, etc., must be listed in this agreement here:
Click or tap here to enter text.





Employee FLSA Status:          ☐  Exempt       ☐ Non-exempt 
Non-exempt employees are paid on an hourly basis for all work performed. Non-exempt employees must report their hours worked using their standard time and attendance system, and the employee’s supervisor/ “timekeeper” should monitor and maintain a record of actual hours worked. 
· Any hours worked over 37.5, but less than 40 in a workweek must be authorized in advance by the supervisor and are paid at the employee’s regular hourly rate.
· Any hours worked over 40 in a workweek (Sunday 12:00 am through Saturday 11:59 pm) must be authorized in advance by the supervisor and must be paid at 1.5 times the employee’s regular hourly rate. 
For a non-exempt employee, if the meal period is other than the standard 45 minutes, please provide the length of the meal period here: Click or tap here to enter text..  A non-exempt employee must be completely free from work responsibilities during the meal period.
Employee Name: Click or tap here to enter text.		Date: Click or tap to enter a date.
CWID: Click or tap here to enter text.			Email: Click or tap here to enter text.
Department: Click or tap here to enter text.		Division: Click or tap here to enter text.
Supervisor Name: Click or tap here to enter text.	Email: Click or tap here to enter text.
Current Schedule:
Start Time: Click or tap here to enter text.		End Time: Click or tap here to enter text.
Days On-Campus: ☐ Monday ☐ Tuesday ☐ Wednesday ☐ Thursday ☐ Friday
Days Off-Campus: ☐ Monday ☐ Tuesday ☐ Wednesday ☐ Thursday ☐ Friday
New Flexible Schedule:
Flexible Start Time: ☐ 7:00 a.m.-3:15 p.m.   ☐ 7:30 a.m.-3:45 p.m.   ☐ 8:00 a.m.-4:15 p.m.    ☐ 9:00 a.m. -5:15 p.m.
☐ Standard 8:30 a.m.-4:45 p.m.
Days On-Campus: ☐ Monday ☐ Tuesday ☐ Wednesday ☐ Thursday ☐ Friday
Days Off-Campus: ☐ Monday ☐ Tuesday ☐ Wednesday ☐ Thursday ☐ Friday
☐ Summer Only Schedule Change 			
Comments/Other schedule information:
Click or tap here to enter text.
All of the employee’s obligations and responsibilities, and terms and conditions of employment with the company remain unchanged, except those specifically changed by this agreement. Any noncompliance with this agreement by the employee may result in modification or termination of the flexible time schedule established by this agreement. 
I have read and understand this agreement and all its provisions. By signing below, I agree to be bound by its terms and conditions.
Employee signature: Click or tap here to enter text.      Date: Click or tap to enter a date.
Supervisor signature: 	Click or tap here to enter text.	  Date: Click or tap to enter a date.
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