
Lake Forest College Flexible Work Option Request/Approval Form 

This document is intended to ensure that both the manager and the employee have a clear, shared understanding of the 
employee’s flexible work arrangement. Each arrangement may be unique depending on the needs of the position, manager, and 
employee. The general expectation for a flexible work arrangement is that the employee will effectively accomplish their regular 
job duties, regardless of work location or schedule. For details, review the Flexible Work Options policy.  

This agreement is not a contract of employment and does not provide any contractual rights to continued employment. It does 
not alter or supersede the terms of the existing employment relationship. 

Employee Information 

Employee Name: 

Job Title: 

Department: 

Manager: 

Arrangement effective dates: 

�� Remote/Occasional Telecommute 



Note: The compressed/flex work week arrangement may not be applicable for individual employees in 
certain student-facing or other service departments, which due to the nature of the services they offer, 
will require variations of compressed workweeks or flexible work in order to provide services on 
evenings and weekends. 

 
     Note: All proposals for full time employees must total 37.5 hours per week or 75 hours per two-week period. 

 
I have read and understand the College’s Flexible Work Options policy and agree to the terms and conditions set forth by 
the policy. By signing this Flexible Work Option Agreement, I also (c)-2.6 (y)3A88.1 ( 8y)-6.n1m6( a
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