Work Schedule Form

The “Work Schedule Form” allows department employees to request a change to an employee’s default work schedule and shift or establish a new default schedule or shift for an employee. The form can be completed online and then printed out for the department head’s signature.

Listed below are instructions for completing this form. Use the “Tab” key to move from field to field.

1. Schedule:  Insert an X in the appropriate box to indicate whether this is a “New” schedule or a “Change” to an existing schedule.

2. Employee Name:  Enter the employee’s last name, first name and middle initial.

3. Employee ID:  Enter the employee’s 8-digit employee ID, not the employee’s social security number.

4. Empl Rec #:  Enter the employee’s Empl Rec #. If employees hold more than one position or job, or work in multiple departments, they will have multiple Employment Record Numbers that correspond to each.

5. Department Name:  Enter official department name.

6. Department ID:  Enter department ID.

7. Schedule Effective Date:  Enter the effective date on which the schedule is to commence.

8. End Date (if applicable):  Enter the end date on which the schedule is to conclude, if applicable.

9. Total Weekly Scheduled Hours for this Job:  Enter the total weekly scheduled hours for this job (e.g., 37.5, 40).

10. Percent of Full Time:  Enter the percent of full time this schedule represents for the employee (e.g., 100%, 50%).

11. Shift:  For classified positions only. If a classified employee, insert an X in the appropriate box to indicate which shift the employee is scheduled to work. The first shift is the initial working shift in a given work day. The second shift is one that commences at 1 p.m. or after and ends no later than 2 a.m., and a third shift is one that commences at 9 p.m. or after and ends no later than 9 a.m.  Classified employees that may work a shift other than the 1st shift are police, maintenance and staff in the Library, to name a few.
12. Rotation:  This is for Police only on rotating schedules.

13. Time Reporting Code:  Enter appropriate Time Reporting Code, or TRC (e.g., REG for benefited employees). Use the Time Reporting Code Appendix as a reference.

14. Sun., Mon., Tues., Wed., Thurs., Fri., Sat.:  In the appropriate day, enter the scheduled hours to work each day. Hours must be entered in decimals, not minutes. The total of the hours worked must equal the total weekly scheduled hours for this job.

Contact Information:  Enter the Contact Person, Phone Number and E-mail address. This will give HR an individual to contact if there are questions concerning the form.

15. Contact Person:  Enter the contact person.

16. Phone Number:  Enter the contact person’s phone number.

17. E-mail:  Enter the contact person’s e-mail.

Once complete, have the department head sign and date the form and send to Human Resources.
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