Voluntary Work Load Reduction Process

Employee requests VWR
Prior to April 1
( SCFA Article 8.11)

v

School Chair
Reviews Request & School
workloads/ assignments
( requires 30 days)

Signs off
formal letter,
stating
reasoning

Approves

A

Creates Contract Form for Approved

Leave and gives to HR with a copy of

signed request letter

Request letter, Contract
form and signed Formal
contract placed in
employeefile

HR creates formal contract letter for
employee to sign

i

Sends rejection Rejection
letter to HR & » | letter placed in
employee employee file

1*"year Employee is
requesting VWR?

3rd year Employeeis
requesting VWR?

2" year Employee is
requesting VWR?

If three years in a row reduction
in workload becomes permanent
for the position

Clearly state year of VWR

HR putsinto system to inform payroll

A

Request in Contract Form
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