Forms for work schedule change:

When changing weekly schedule.

	Notice of Work Schedule Change

	Name of Employee(s):



	Unit:



	Current Work Schedule
	Proposed Work Schedule

	
	

	Effective Date:

	End Date:

	Reasons for Change:




When changing day-off.

	Notice of Work Schedule Change

	Name of Employee(s):



	Unit:



	Proposed Work Day
	Substitute Day-off

	
	

	Reasons for Change:




