	Employee Name:
	Pay Period Covered:

	Credit Hours Carryover:
	Type of Work Plan: 

Continuing

Pay Period

	Employee Work Schedule: *

Day

From

To

Hours 

Worked

Hours 

Off

Mon

Tue

Wed

Thur

Fri

Total 1st week: 
	1. Hours worked each day must be in whole hours (4, 5, 6, etc.)

2. Start times must be in 15 minute intervals (6:30, 6:45, 7:00, etc.)

3. Operational hours are from 6:00 a.m. – 6:00 p.m.

4. Flexible hours are from 6:30 a.m. – 9:00 a.m. and 3:30 p.m. – 6:00 p.m.

5. A maximum of 24 credit hours may be carried over from one pay period to the next

	Day

From

To

Hours 

Worked

Hours 

Off

Mon

Tue

Wed

Thur

Fri

Total 2nd week: 
	6. No more than 11 regular work hours may be scheduled on a given day without prior approval.

	Total hours pay period:

Subtract credit hours used:

Last PP Credit hours carried:

New Credit Hour Balance:
	Approved

Approved with Noted Changes

Approved with deviations during

Flexible time authorized


Science & Technology Employee Work Plan Form

Supervisor’s signature & Date

· All full-time employees must account for atleast 80 hours each pay period. For hours off, when appropriate, indicate type of absence (4 – AL, 8 – SL, 5 – Credit, etc.)

· Overtime Hours of work officially ordered in advance and in excess of 8 hours in a day or 40 hours in a week are overtime hours and must have prior approval
