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WEEKLY WORK SCHEDULE

Scheduling of work hours must be somewhat flexible in order to meet the needs of children and families, and to meet the performance requirements for the Head Start program.  It is, however, important for staff members to be accessible to families and to supervisory staff.  To facilitate communication within the program, every staff member is asked to complete a Weekly Work Schedule that outlines usual hours of work, and times that are designated as office hours when accessible by phone or fax.

Please remember that ½ to 1 hour of unpaid time must be scheduled each day for lunch if an employee works six hours or more in a day.  Two 15-minute breaks are also allowed (and expected) within the workday.  These cannot be combined with the lunch break, or combined to make a ½ hour break as that defeats the purpose of the “break”.

NAME: ___________________________
PHONE: ________________________

POSITION: _______________________

E-MAIL: ________________________

CENTER:_________________________

YEAR:__________________________

MONDAY

IN: _________________________
LUNCH BREAK: ________ to __________

OUT: _______________________
OFFICE HOURS: ____________________

TUESDAY

IN: _________________________
LUNCH BREAK: ________ to __________

OUT: _______________________
OFFICE HOURS: ____________________

WEDNESDAY

IN: _________________________
LUNCH BREAK: ________ to __________

OUT: _______________________
OFFICE HOURS: ____________________

THURSDAY

IN: _________________________
LUNCH BREAK: ________ to __________

OUT: _______________________
OFFICE HOURS: ____________________

FRIDAY

IN: _________________________
LUNCH BREAK: ________ to __________

OUT: _______________________
OFFICE HOURS: ____________________
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