
Enrollment Services

Alternate Work Schedule Request

Alternate work arrangements may only be implemented with the supervisor's advance approval, and only when the supervisor determines that the adoption of such an arrangement will meet the office’s needs.   Alternate work schedules must be documented and approved using this form.


Employee Name: ________________________________ Office: _____________________________

I request the following alternate work schedule:   

	
	Scheduled Start Time
	Scheduled End Time
	Total Hours

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	Total
	
	
	


During weeks with a university-paid holiday, I understand that special arrangements need to be made (see next page for more information).  I propose:

( Working a regular 8-hour per day schedule (work all non-holiday days that week, take the holiday)


( Working the alternate schedule, and accounting for time owed or accrued

By signing this form, I understand that if this request is approved:

· The alternate work arrangement may be revised or ended based upon its ability to meet the office’s operational requirements and any other factors that my supervisor determines are relevant.   
· I will be expected to schedule appointments or other foreseeable events (e.g., non-emergent doctor's or dentist's appointments, vehicle maintenance, etc.)  Outside of my scheduled work times whenever possible.

I propose starting the alternate schedule (date): ______________  

and (if applicable) ending it (date): ______________

Employee Signature: _____________________________________ Date: __________________

Supervisor Name: ________________________________

( I approve the alternate work schedule subject to the following provisions: _____________________

___________________________________________________________________________________

( I do not approve this alternate work schedule

Supervisor Signature: ____________________________________ Date: ___________________

RETURN APPROVED FORMS TO:

Payroll Coordinator, Business Services & Student Insurance, 459 Schmitz, Box 355835

Enrollment Services

Alternate Work Schedules

Offices within Enrollment Services are open Monday through Friday from 8:00 a.m. to 5:00 p.m.  The standard workday is from 8:00 a.m. to 5:00 p.m. with a one-hour lunch period; however, in some instances employees may make arrangements with their supervisor to work an alternate schedule.

Things to Consider:

· Are there more requests for alternate schedules than can be accommodated?

· Is the proposed schedule feasible year-round, or only during certain times of year?

· How does the alternate schedule impact staffing coverage (e.g., between 8 am and 5 pm, during breaks, during peak times of year)?  

· How will the proposed schedule be impacted by vacation plans or unexpected time off taken by other staff in the office?

· Employees proposing schedules with a 30-minute lunch break should carefully evaluate whether this break is sufficient, particularly if working a 10-hour day. 

· Evaluation of the feasibility or success of alternate schedules should focus on supervisory needs and customer service:  

· If the proposed alternate schedule is for a supervisor, is there adequate supervisory coverage in their absence?

· Do you expect increased wait times, either for people waiting in lines to be helped, or people on hold on the phone, if this staff person works the alternate schedule?

· Is other staff able to answer questions typically handled by the person on the alternate schedule?

· Is there sufficient work to do outside of regular office hours when the office is closed to the public?

Holidays:

Paid holidays are for an 8-hour day (for full-time employees; hours are pro-rated for employees working less than 100%).  Full-time schedules that differ from an 8 hour day will be impacted by the accrual of comp time or the need use comp time or annual leave.  Alternatively, staff working alternate schedules may revert to a regular 8 hrs/day, Mon-Fri schedule during weeks with a university-paid holiday as long as office coverage requirements are met.

Example:  Person A is scheduled to work 10 hours/day, Monday through Thursday.  If Monday is a paid holiday, Person A must make up the difference between their scheduled hours (10) and the paid holiday hours (8) using 2 hours of accrued comp time or annual leave.  If Friday is a paid holiday, Person A accrues 8 hours of comp time, since the holiday falls on their scheduled day off.  

If the person switches to a regular 8-hour per day schedule during the holiday week, they do not need to worry about accounting for the holiday hours as indicated above.  They would work all non-holiday days that week, and take the holiday, just like staff working a regular schedule.  
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