
State Human Resources Policy #E24-103.01 
Alternate Work Schedule 

1 30 October 2017 

The language used in this document does not create an employment contract between the 
employee and the Agency.  This document does not create any contractual rights or entitlements.  
The Agency reserves the right to revise the content of this document, in whole or in part.  No 
promises or assurances, whether written or oral, which are contrary to or inconsistent with the 
terms of this paragraph create any contract of employment. 

DEFINTIONS 

Agency – The South Carolina Military Department/Office of the Adjutant General 

SCEIS – South Carolina Enterprise Information System 

Workday (Average) – The number of hours upon which leave and holidays are based.  To determine the 
number of hours in an average workday, divide the total number of hours an employee is regularly 
scheduled to work during a week by five (regardless of the number of days the employee actually reports 
to work). 

POLICY 

1. The South Carolina Military Department’s business hours are from 8:30 a.m. to 5:00 p.m., Monday 
through Friday (except on scheduled State Holidays).  Program Managers and Department Heads will 
ensure there are adequate and knowledgeable employees present during those hours. 

2. Program Managers and Department Heads may, at their discretion, offer alternate work schedules to 
employees who work a 40-hour workweek by using one of the following variations: 

• Four (4) 10-hour workdays/40 hours per workweek 

• Five (5) 8-hour workdays/40 hours per workweek 

• Four (4) 10-hour workdays/40 hours per workweek with day off, then rotate to five (5) 8-hour 
workdays/40 hours per workweek the following week, and vice versa. 

3. Once the Program Manager, Department Head, or their designated representative and the employee 
have agreed upon a schedule, the employee must commit to the schedule for a minimum of ninety (90) 
calendar days. 

4. The Program Manager, Department Head, or their designated representative must prior approve all 
alternate work schedules and/or schedule changes. 

PROCEDURE 

1. Program Managers, Department Heads, or their designated representative will utilize the Personnel-
Payroll Action Request (PAR) Form to submit documentation of the change to the employee’s work 
schedule. 

2.  Program Managers, Department Heads, or their designated representative will submit the Form and 
all supporting documentation to the South Carolina Military Department’s State Human Resources Officer 
(State HRO). 

3. The State HRO will maintain the records of all schedule changes and update SCEIS accordingly. 
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Attachments: 

1. Personnel-Payroll Action Request (PAR) Form 



SOUTH CAROLINA MILITARY DEPARTMENT 
PERSONNEL / PAYROLL ACTION REQUEST 

Revised: 28 Apr 2017 

_________________________ _________________________ ____________ 
Program Name Program Manager Date Submitted 

ACTION(S) TO BE TAKEN 

   Other Reason  Recruitment Request                 Name Change 

 Hours Change     Address Change

    Salary Change    Dept/Fund Change     Termination 

Effective Date of Action: ____________ Hourly Wage: ______________ Annual Salary: ______________ 

Remarks: ________________________________________________________________________________________ 

POSITION INFORMATION 

Position Title: ___________________  Class Code: _____    Pay Band: ____  SCEIS Position # ____________ 

    Temporary/Full-Time

 Temporary/Part-Time 

 Grant/Full-Time

 Grant/Part-Time 

 Permanent/Full-Time

    Permanent/Part-Time 

FLSA Code: __________ 

EEOC Dept Code: __________ 

Worker’s Comp Code: __________ 

EEOC Census Code:  __________ 

Time Limited/Full-Time 

Time Limited/Part-Time 

Retirement Code: __________ 

EEOC Job Grp/Fed Cat: __________ 

RECRUITMENT REQUEST 

New Position or Last Occupied By: _______________________ Assigned Work Hours: _______________ 

Interviewer(s) Name/Extension #: ____________________ / __________ Location: _______________ 

EMPLOYEE INFORMATON 

Name: _________________________ SCEIS Personnel #: ____________ OR     Social Security#:____________

Home Address: _________________________ Home Telephone#: ______________ 

_________________________ Cell Phone#: ______________ 

Current or Past State Employee: Member of the National Guard or Reserves: 

BUDGET PROGRAM AUTHORIZATIONS 

Cost Center 
Functional 

Area 
Int Order / 
Obj Code Grant 

______________________________________
Program Director / Date 

_____________________________________
Director, State Human Resources / Date 

_____________________________________
Director of Fiscal Systems / Date 

% Fund      

______________________________________

Coordination: SHRO Personnel Administration Leave Payroll 

TAG/DAG/Designee / Date

_____ _____


	E24-103.01 - Alternate Work Schedule - 30 Oct 2017
	DEFINTIONS
	Agency – The South Carolina Military Department/Office of the Adjutant General
	SCEIS – South Carolina Enterprise Information System
	Workday (Average) – The number of hours upon which leave and holidays are based.  To determine the number of hours in an average workday, divide the total number of hours an employee is regularly scheduled to work during a week by five (regardless of ...
	POLICY
	1. The South Carolina Military Department’s business hours are from 8:30 a.m. to 5:00 p.m., Monday through Friday (except on scheduled State Holidays).  Program Managers and Department Heads will ensure there are adequate and knowledgeable employees p...
	2. Program Managers and Department Heads may, at their discretion, offer alternate work schedules to employees who work a 40-hour workweek by using one of the following variations:
	 Four (4) 10-hour workdays/40 hours per workweek
	 Five (5) 8-hour workdays/40 hours per workweek
	 Four (4) 10-hour workdays/40 hours per workweek with day off, then rotate to five (5) 8-hour workdays/40 hours per workweek the following week, and vice versa.
	3. Once the Program Manager, Department Head, or their designated representative and the employee have agreed upon a schedule, the employee must commit to the schedule for a minimum of ninety (90) calendar days.
	4. The Program Manager, Department Head, or their designated representative must prior approve all alternate work schedules and/or schedule changes.
	PROCEDURE
	1. Program Managers, Department Heads, or their designated representative will utilize the Personnel-Payroll Action Request (PAR) Form to submit documentation of the change to the employee’s work schedule.
	2.  Program Managers, Department Heads, or their designated representative will submit the Form and all supporting documentation to the South Carolina Military Department’s State Human Resources Officer (State HRO).
	3. The State HRO will maintain the records of all schedule changes and update SCEIS accordingly.
	Attachments:
	1. Personnel-Payroll Action Request (PAR) Form

	Personnel-Payroll Action Request (PAR) Form - 28 April 2017

	Program Name: 
	Program Manager: 
	Date Submitted: 
	Effective Date of Action: 
	Hourly Salary: 
	Annual Salary: 
	Remarks: 
	Position Title:  
	Class CodeSlot: 
	SCEIS: 
	Workers Comp Code: 
	Retirement Code: 
	EEOC Census Code: 
	New Position or Last Occupied By:  
	Assigned Work Hours: 
	Interviewers NameExtension: 
	undefined: 
	Location: 
	Name: 
	SCEIS_3: 
	Social Security: 
	Home Address 1: 
	Home Address 2: 
	Home Telephone: 
	Cell Phone: 
	A: 
	G: 
	B: 
	H: 
	C: 
	I: 
	D: 
	J: 
	E: 
	K: 
	F: 
	L: 
	Program Director  Date: 
	Director State Human Resources  Date: 
	1_2: 
	2_2: 
	1_3: 
	2_3: 
	1_4: 
	2_4: 
	1_5: 
	2_5: 
	1_6: 
	2_6: 
	1_7: 
	2_7: 
	Director of Fiscal Systems  Date: 
	1_8: 
	2_8: 
	1_9: 
	2_9: 
	1_10: 
	2_10: 
	1_11: 
	2_11: 
	1_12: 
	2_12: 
	1_13: 
	2_13: 
	undefined_2: 
	undefined_3: 
	undefined_4: 
	undefined_5: 
	undefined_6: 
	undefined_7: 
	undefined_8: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box6: Off
	Check Box5: Off
	Check Box7: Off
	Check Box9: Off
	Check Box8: Off
	Check Box10: Off
	Check Box11: Off
	Check Box18: Off
	Check Box12: Off
	Check Box14: Off
	Check Box15: Off
	Check Box17: Off
	Check Box19: Off
	Check Box20: Off
	Dropdown2: [Temp to FTE]
	Dropdown3: [New Hire]
	Dropdown4: [No]
	Dropdown5: [No]
	Dropdown1: [E1]
	Dropdown7: [09]
	Dropdown8: [Exempt]
	Dropdown9: [9700]


