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1500-Hour Wage Exception Request

The limitation of 1500 hours worked in a 365-period for wage employees at JMU is very strict. However, on rare occasions, an exception to the limit may be granted. Please complete this form no later than 30 days prior to the wage employee’s anniversary date.  Please contact Workforce Management at 8-3597 prior to submission.
	Empl ID/ Employee Name:


	Date of Request::


	Supervisor Name/Signature:


	Anniversary Date:



	Department:/Dept Org:


	# Hours Requested:



	Reason for request (Check any/all that apply and write an explanation)

 FORMCHECKBOX 
 Another employee in the department unexpectedly resigned or was terminated

 FORMCHECKBOX 
 Customer demand was unexpectedly high

 FORMCHECKBOX 
 Processes or procedures changed beyond the department’s control

 FORMCHECKBOX 
 No full-time classified employee is available to perform the tasks

 FORMCHECKBOX 
 Another reason beyond the department’s control

	Please write an explanation for the reason(s) checked above

	Workforce Analyst Signature/Date:
	 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Not approved

	HR Director Signature/Date:
	 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Not approved
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