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	Section 1 - Completed by Foreworker / Supervisor / Manager

Complete this section to set up: New Hire Schedules and Schedule changes for 1-week or more.

	

	SUBMITTED BY:
	     
	(Print Name)
	

	
	Name
	Empl ID
	

	Employee 1
	       
	     
	 

	Employee 2
	       
	     
	 

	Employee 3
	       
	     
	 

	Employee 4
	       
	     
	 

	Employee 5
	       
	     
	 

	Employee 6
	       
	     
	 

	
	
	
	
	
	

	 FORMCHECKBOX 
  AFSCME
	 FORMCHECKBOX 
  ATU
	 FORMCHECKBOX 
  BPMA
	 FORMCHECKBOX 
  BPOA
	 FORMCHECKBOX 
  Non-Rep
	 FORMCHECKBOX 
  SEIU

	Schedule Start Date
	     
	Revert to Original Schedule Date 

	     

	Authorized By:     
	     
	

	
	(Print Name)
	(Signature)

	Week 1
	Date
	Start Time
	Stop Time
	Unpaid Lunch 

	Shift (TAAD)

	Mon
	     
	     
	     
	 FORMDROPDOWN 

	     

	Tue
	     
	     
	     
	 FORMDROPDOWN 

	     

	Wed
	     
	     
	     
	 FORMDROPDOWN 

	     

	Thu
	     
	     
	     
	 FORMDROPDOWN 

	     

	Fri
	     
	     
	     
	 FORMDROPDOWN 

	     

	Sat
	     
	     
	     
	 FORMDROPDOWN 

	     

	Sun
	     
	     
	     
	 FORMDROPDOWN 

	     

	NOTE:  Only define schedule for second week if employee  is on a 9-80 schedule.

	Week 2
	Date
	Start Time
	Stop Time
	Unpaid Lunch 
	Shift (TAAD)

	Mon (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Tue (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Wed (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Thu (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Fri (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Sat (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	Sun (2)
	     
	     
	     
	 FORMDROPDOWN 

	     

	
	
	
	
	
	

	Section 2 - Completed by TAAD                 Issue#               

	
	
	
	
	
	

	Date 
	  Received:
	     
	
	Schedule ID
	     

	
	
	
	
	
	

	Date 
	  Entered:
	     
	
	Completed By
	     

	
	
	
	
	
	            (Print Name)














� If schedule change is temporary, identify the date the original schedule should automatically restart.


� This refers to a schedule with an unpaid lunch break.  List the minutes for the unpaid lunch break: 30, 45 or 60 minutes.  
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