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       SOUTH CAROLINA STATE UNIVERSITY
	Work Schedule Agreement


A work schedule should be maintained for an extended period of time and should not vary from week to week.  However, it is understood that supervisors and employees can make any temporary adjustment to an individual schedule that fits within University guidelines and meets department program needs.

A. All work schedules must be approved by the department head.  Department heads have the responsibility to ensure that the office is covered during the hours of 8:30 a.m. to 5:00 p.m., and they have the authority to establish work schedule policies which are more restrictive than the overall University policy.
B. No single workday may be more than 10 hours unless approved by the Office of Human Resource Management.  In no case may a nonexempt employee be scheduled for more than 40 hours in one week.
	WORK SCHEDULE AGREEMENT

	LAST NAME
	
	FIRST NAME
	     
	MI
	   

	EMPLOYEE ID #
	     
	JOB TITLE
	     

	DEPARTMENT        
	     

	TOTAL NUMBER OF HOURS IN REGULAR SCHEDULED WORKWEEK 
	 FORMDROPDOWN 


	DAILY WORK HOURS
	         FROM:             FORMDROPDOWN 
                         TO:             FORMDROPDOWN 


	LUNCH PERIOD
	         FROM:             FORMDROPDOWN 
                         TO:             FORMDROPDOWN 


	SIGNATURES/APPROVAL

	EMPLOYEE

SIGNATURE
	     
	DATE
	     

	SUPERVISOR

SIGNATURE
	     
	DATE
	     

	DIRECTOR

SIGNATURE
	     
	DATE
	     

	VICE PRESIDENT

SIGNATURE
	     
	DATE
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