MODIFIED WORK SCHEDULE AUTHORIZATION FORM
I hereby certify that (department name) ___________________________ department employees work under supervision:
· The standard work hours for 35 hr/week employees are 8:30 – 4:30 with a one hour unpaid lunch break (M-F)
(Classified employees shall be granted a 15-minute coffee break during the first half and the second half of their workday).
· The standard work hours for 40 hr/week employees are 7:00 – 3:30 with a half hour unpaid lunch break (M-F)
(Classified employees shall be granted a 15-minute coffee break during the first half and the second half of their workday).

· The normal work week for BOG employees is at least 35 hours, (M-F).  (The expectation is that a one-hour unpaid lunch break would normally be taken between 11 a.m. and 2 p.m.).
Except as noted below (attach additional pages as needed):

EMPLOYEE


WORK SCHEDULE
JUSTIFICATION
__________________________
____________________
__________________

__________________________
____________________
__________________
__________________________
____________________
__________________
Begin Date:  _________________________                End Date:   ___________________

APPROVALS:

______________________________________________               Date:  ______________    
Department Director/Dean

______________________________________________               Date:  ______________
Vice President

______________________________________________               Date: _______________
Office of Human Resources

All supervisors are responsible for ensuring the accuracy of and adherence to their approved department work schedules.  Employees must have advanced approval by their division vice president to teach or take a course during the standard workday and must offset this time with vacation or personal hours.  This department work schedule must be reviewed annually thereafter.  Failure to follow these guidelines will result in appropriate actions.         
Cc:
Payroll  
