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FORM B-006-A

WORK SCHEDULE REQUEST FORM
Employee’s Name:  _______________________________________________

	Week 1
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	No. of Hours
	
	
	
	
	
	
	

	Start 

Time
	
	
	
	
	
	
	

	End

Time
	
	
	
	
	
	
	


Schedule must include at least a 30 minute lunch break

(Complete Week 2 schedule only if different from Week 1)

	Week 2
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	No. of Hours
	
	
	
	
	
	
	

	Start 

Time
	
	
	
	
	
	
	

	End

Time
	
	
	
	
	
	
	


Schedule must include at least a 30 minute lunch break

Supervisor Approval:  _________________________________________________

Deputy Director Approval:  ____________________________________________

Effective Date:  _____________________  (must be the first day of a pay period)

Note:  Schedule changes which affect the number of hours worked per day or days scheduled to work must be approved and submitted to the HR Director and Safety Coordinator prior to the beginning of the affected pay period.
[image: image1.jpg]