	                 APPENDIX B

         2015 Summer Work Days Schedule Reporting Form
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(Date)
TO:  

Staff

FROM:

(Department Supervisor/Title)
SUBJECT:
2015 SUMMER WORK DAYS
As a result of the success of the Summer Work Days program in previous years, the District is continuing the implementation of a Summer Work Days schedule for 2015.  All employees will work Monday through Thursday, and all District offices will close on Fridays.  The mandatory four-day workweek will begin the week of Monday, June 8th and end on Friday, August 14th.  Normal work hours will resume on Monday, August 17th.  Please note that due to the July 4th holiday falling on Saturday, the District will be closed on Friday, July 3rd; therefore, employees will work their traditional work hours the week of June 29th.  Please note, students completing approved service hours and registered volunteers are allowed on District property during the four (4) day workweek.  Children on District property must be supervised at all times.
The standard work day and office hours for employees will be Monday through Thursday within the ranges of 6:30 a.m. through 6:30 p.m., based upon the operational needs of each department. The standard lunch period should be scheduled between 11:00 a.m. and 2:00 p.m.  Employees may select the hours that they wish to work during the four-day workweek timeframe from the chart below.  Due to labor laws, staff must take their contractual breaks and a lunch period; therefore, you may not use these in lieu of different time requests.  

Please complete the form below and return it to (name), by (date).  Keep a copy for your records. Employees will be advised if the requested work hours have been approved.

Thank you for your cooperation and support. 

---------------------------------------------------------------------------------------------------------------------------------------------------------

Name: 








Place a check in the box to the left of the hours that you prefer.  You can choose having a half-hour lunch or a one-hour lunch
Refer to Appendix A- Summer Work Day recommended schedule options
	7 Hour Day Employees
	
	7.5 Hour Day Employees

	With ½ hr. lunch
	With 1 hr. lunch
	
	With ½ hr. lunch
	With 1 hr. lunch

	
	6:30 a.m. to 3:45 p.m.
	
	6:30 a.m. to 4:15 p.m.
	
	
	6:30 a.m. to 4:22 p.m.
	
	6:30 a.m. to 4:52 p.m.

	
	7:00 a.m. to 4:15 p.m.
	
	7:00 a.m. to 4:45 p.m.
	
	
	7:00 a.m. to 4:52 p.m.
	
	7:00 a.m. to 5:22 p.m.

	
	7:30 a.m. to 4:45 p.m.
	
	7:30 a.m. to 5:15 p.m.
	
	
	7:30 a.m. to 5:22 p.m.
	
	7:30 a.m. to 5:52 p.m.

	
	8:00 a.m. to 5:15 p.m.
	
	8:00 a.m. to 5:45 p.m.
	
	
	8:00 a.m. to 5:52 p.m.
	
	8:00 a.m. to 6:22 p.m.

	
	8:30 a.m. to 5:45 p.m.
	
	8:30 a.m. to 6:15 p.m.
	
	
	8:30 a.m. to 6:22 p.m.
	
	

	
	
	
	
	
	
	
	
	

	
	7.5 Hour Day Instructional Employees
	
	
	8 Hour Day Employees

	With ½ hr. lunch
	With 1 hr. lunch
	
	With ½ hr. lunch
	With 1 hr. lunch

	
	6:30 am to 3:52 pm
	
	6:30 am to 4:15 pm
	
	
	6:30 am to 5:00 pm
	
	6:30 am to 5:30 pm

	
	7:00 am to 4:22 pm
	
	7:00 am to 4:45 pm
	
	
	7:00 am to 5:30 pm
	
	7:00 am to 6:00 pm

	
	7:30 am to 4:52 pm
	
	7:30 am to 5:15 pm
	
	
	7:30 am to 6:00 pm
	
	7:30 am to 6:30 pm

	
	8:00 am to 5:22 pm
	
	8:00 am to 5:45 pm
	
	
	
	
	

	
	8:30 am to 5:52 pm
	
	8:30 am to 6:15 pm
	
	
	
	
	

	
	
	

	
	Use vacation or sick time to shorten the work day to its traditional length (submit with approved leave request forms)


Please note that the Department Head/Principal will approve all requests to ensure that employee schedules meet the operational needs of the department.

Approved:








Date:



         (Department Supervisor/Principal Name)
Approved:








Date:



     (Cabinet Leader, where applicable)
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