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weekly work schedule








    DPT Policy 1.25, Hours of Work, allows for establishment of alternative work schedules.  However, the Fair Labors Standard Act requires that any exceptions to the normal agency workweek be documented in the employees file or on the timesheet.  The schedule is needed when non-scheduled school closings occur and the employee needs to be properly compensated for any hours worked.  Our agency workweek is Friday through Thursday and our normal operating hours are 8:00 AM until 4:30 PM.   





    Please provide alternate schedule information on the bottom portion of this memo, sign and route it back through your supervisor, to Barbara Hall, CPP in the Human Resources Office.  Please make certain hours reflect an eight-hour day with a half hour lunch break (for example 9:00-5:30 would be reflected as an 8 hour day with a half hour lunch break).


				


	 





													


			Employee Signature					Date








													


			Supervisor Signature					Date





	








Schedule other than 8:00 AM to 4:30 PM:








				Monday:	   							


				Tuesday:	   						


				Wednesday:	   						


				Thursday:	   						


				Friday:		   							


				Saturday:	   						


				Sunday:	   							


			


		


				Effective Date:   						








