
Schedules 

Setting Your Schedule 
You will work with your supervisor to create your schedule, and you will have to submit a new schedule at the beginning 

of every semester (fall, spring, summer), even if it hasn’t changed. (Note: your schedule is also used to determine your 

PTO. For instance, if you want to take a day off work, you will need to request off for the number of hours you are 

scheduled to work that day). Guidelines for creating schedules: 

- All of your work hours need to be scheduled. You cannot have “floating hours.” 

- You need to have at least two consecutive days that you are not scheduled to work  

- Unless otherwise arranged, all employees should work Mondays 8:00a-9:00a in order to attend our weekly staff 

meeting 

 

Work Week 
Our work week is Sunday to Saturday. This means that Sunday is the first day of the work week, and Saturday is the last 

day of the work week. We expect you to work all of your scheduled hours every week, and hours do not carry over from 

one work week to the next. 

For example, if you are scheduled to work 24 hours this week, but you only work 22 hours, that does not mean 

that you have 2 extra hours to work the next week. The opposite is also true, if you work more hours than you 

are scheduled to work in one week, that does not mean you work less hours the next week. Your hours reset at 

the beginning of each work week. 

 

Requesting Extra Hours 
If you find yourself needing more work hours, first talk with your supervisor and see how you can adjust priorities and 

deadlines to fit your work within your hours. If your supervisor agrees that you need more hours, please fill out this form 

to receive permission to work extra hours: 

https://antiochcs.formstack.com/forms/extra_hours_request_form 

 

You will receive a confirmation email when your request is approved and then you can begin working those hours. As 

much as possible, please be looking at your schedule and projecting when you might need extra work hours ahead of 

time.  

 

Part Time Employees: Rearranging Your Hours 
We allow part time employees to rearrange up to 4 hours of their schedule per week for work-related events or 

purposes. You do not need to receive permission from the HR Manager to do this, but you do need to let your supervisor 

know why and how you are rearranging your schedule. If you are wanting to rearrange your schedule for personal 

reasons, you will need to use PTO instead. We do not allow for schedules to be rearranged to accommodate personal 

reasons.  For example: 

Allowed: You typically work Monday – Thursday 8-12, 1-3. This week, you have an event on Friday night that you 

must be at for 2 hours for work purposes, so you rearrange your schedule. Instead of coming in on Thursday 8-

12, 1-3, you come in from 8-12 on Thursday and move those two hours to Friday night 6-8p.  

Not Allowed: You are coming back late Sunday night from being out of town, so instead of coming in at 8:00a on 

Monday, you decide to come in at 10:00a and work those two hours the next day. 

 

 If you need to re-arrange more than 4 hours of your schedule for work-related events in a week, you need to submit a 

request via email to your supervisor and the HR Manager at least one week prior to the start of the week that needs to 

be rearranged to discuss the situation.  

https://antiochcs.formstack.com/forms/extra_hours_request_form

