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	Human Resources Management

	

	MODIFIED WORKWEEK

WORK SCHEDULE

	
	
	
	
	
	
	
	
	
	
	

	Effective Date:
	__________________________
	Date:
	___________________________

	
	
	
	
	
	
	
	
	
	
	
	

	Employee:
	
	__________________________
	Position Number / Time Base
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Department:
	__________________________
	__________________/__________________

	
	
	
	
	
	
	
	
	
	
	
	

	
	CURRENT WORK SCHEDULE
	
	PROPOSED WORK SCHEDULE
	

	
	
	
	
	
	
	
	
	
	
	
	

	HOURS
	(BEFORE LUNCH)
	(AFTER LUNCH)
	
	(BEFORE LUNCH)
	(AFTER LUNCH)
	TOTAL 
	

	DAYS
	BEGINS
	ENDS
	BEGINS
	ENDS
	
	BEGINS
	ENDS
	BEGINS
	ENDS
	HOURS
	

	Sunday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Monday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	Saturday
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	Total Hours Worked Per Week
	0
	

	
	
	
	
	
	
	
	
	
	
	
	

	____________________________________________
	
	____________________________________

	Employee Signature
	
	
	
	
	Administrator
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	_____________________________________
	
	____________________________________

	Immediate Supervisor
	
	
	
	
	Vice President 
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	HUMAN RESOURCES USE ONLY
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Bargaining Unit:
	____________________________________
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	Approved By:
	__________________________
	Date:
	___________________________

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Procedure created: October 30, 2002
	
	
	
	
	
	
	
	
	

	Procedure amended:
	
	
	
	
	
	
	
	
	
	

	Authority: Collective bargaining agreements and the Director of Human Resources
	
	
	
	
	


PLEASE NOTE: A new schedule must be submitted to Humand Resources Management for approval prior to any changes made from the above schedule REV: 5/11/04

