Request for 40 Hour Work Week
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Organizational Unit/Job Classification 


Agencies who wish to move an organizational unit or job classification to a 40-hour work week, should complete and submit this form to the Commissioner of the Personnel Cabinet’s Department of Human Resources Administration, for consideration.

	TO BE COMPLETED BY THE REQUESTING AGENCY

	Request Date:
	     
	

	This request involves: 
	 FORMDROPDOWN 

	

	Org/Job Name:
	     
	

	Org/Job Number:
	     
	

	Number of Impacted Employees:
	     
	

	
	It is at the agency’s discretion whether or not employees in non-merit/unclassified, policy-making positions are compensated for the work week adjustment, although they will be required to work 40 hours a week. 

 FORMCHECKBOX 
 Check this box, if these employees SHOULD receive the salary adjustment.

	Proposed Effective Date:
	      (Must begin on a Sunday.)
	

	

	Budget Impact Statement: (Please include cost and how the agency intends to fund this request.)

	
	     


	Detailed Justification:

	
	     


	AGENCY NOTICE: Be advised that non-exempt employees who may work over 40 hours a week will accrue or receive overtime pay at a rate of time and one half.

	Appointing Authority or Designee:
	Name:
	     
	

	
	Title:
	     
	

	

	TO BE COMPLETED BY THE PERSONNEL CABINET

	Request is:
	 FORMCHECKBOX 
  Rejected

 FORMCHECKBOX 
 Approved, with effective date of =      :

· Impacted employees must receive written notice of this change, listing the employees’ new schedule, at least 2 weeks prior to the approved effective date.  
· Approved requests are automatically routed to the Division of Employee Management’s Organizational Management Branch Manager, who will contact the agency with further processing instruction. 
· Answers to frequently asked employee questions are available on the Personnel Cabinet’s HR website under Resources/Time-Leave:Work Schedule.

	Comments:
	     

	     
	
	     
	

	Commissioner

Department of Human Resources Administration
	
	Date
	


PC/DHRA
2/19/18

