I'm not robot e

reCAPTCHA |

I'm not robot!


https://jilawokum.loheb.co.za/gdy?utm_term=sample+letter+to+employee+changing+working+hours

Sample letter to employee changing working hours

Sample letter of change of working hours. Letter to change employee's working hours.

The standard daily work hours typically range between 8 to 9 hours per day. This can include prayer and lunch breaks too. It is generally a basic practice to not have weekly hours exceed 48 hours per week. However, depending on the work conditions and business needs, the employees sometimes need to work overtime and put in extra hours. This
generally happens when the deadline for a project or an assignment is due or if the staff is short on employees due to unforeseen circumstances. For a company that works round the clock, for example, emergency numbers, ambulance service or internet service providers, etc., the employees are hired in shifts. Some workers work during the day and
some during the night, but the work hours remain the same.

MEMO

March 2017

TO: Al Emmployees

FROM Management

RE: Retirermant Plan Notice:

Geet the “CREDIT" you deserve!

o iy e lapdbie o valuaible incesive, whioh could redocs your Tedeeal incoms e abdiy, lor
ooninbuting ho your company’s £0 (&) or 40040 plan. H you quality, you may mceive a Tax Saver's
Credit of up 8o $1,000 (2,000 for marmied couples filing jointly] il you made eligible contributions to
an by s d vl savieegs plan. The deducton & cabresd i the lom ol & pon-
refundabies i cred®, rasging froen 0% o 50%% of your ansual coninbubon

Remamisee, v yoe DOREEUle & omon of sach parycheck mio the pian on & pre-o basis, you ane
reducing The sersun of pour ooeme sutesct b ledeenl aaban. And, Theds Faget grow inec-deferipd wabil
oas rsoeive @ dairbatoe W oyou qualidy for the Tax Saver's Coedi, you may even further reduce your tees

iour ebgibilty depends on pour Adgshed Gaoss Inooeme (AGT), your bax flng status, and your nst rerment
pontrbutions. To qualfy tor the credis, you must be age 18 o clder and cannot be a full-bime student of
claimed as & dependent on someone slse's b refan

Use this chart to calculale your credit for the ta yeae 2017, First, determing your A - your total income
ires ol quaified deduotions Then refer b the chart belosw 1o sse how much you can ol @5 a o credit #

o quiakiy
ng Statusl ddjerited G oes ncome for 2017 :
Seclameurtdetered | S0laBIIO00 | SomesanT £ 0 518,300
2t of el dekeiTed EXT 01t B0 000 2T PEA b 0 00 08501 16 K000
B 0P of wraiink Garbemed Fg0nl 1 e §E T 0N FM00Y bo Fabi 500 F20.0F 1o F11.000

Depariw RE Foen S90S
For examgis

= A single employes whise AGH 5517000 delers 52,000 to eir retesmend plan vl quatity for &t
condit pgual 10 50% of teir total contribution, That's a tae savings of 51,000

= A rraetied coupin, Bling ey, wath B combingd AT of $35000 sach contnbutes 51,000 i Bhpir
MeRpeciren Company plins, for & total contietion of 52,000 Thery wal coeceree a 20 credit
Teducang e Lax Bl by 5400

Wi the Tax Saver's Credi, you My one b in hedenal tees the net ey pou e by conirbuting b your
retinama plan Sooed

Sacaritie ¢ ot ed Sucsagh Wid Atessc Caplial Corporation (MALCH & regiviersd Beoker Deabee, Wambea FIN RN ST
Fimancid Asviie h oble ed Thiosgh [em bar) Ao a Regabe ed et pal Arbdiors, Evmrbhar] Adbdony is vl @ udinlflory o
coairel sifilisce of RATT

AL DT

Some companies compensate the employees who work overtime with extra money or with some days off at a later time. Change of work hours. An employee might not be satisfied or comfortable with his work hours for personal reasons. If he lives far from his office, then the time he leaves home in the morning might be too early. Moreover, sometimes
people work more than one job to make ends meet and their job timings may be overlapping with their other job. For female employees, the reasons for requesting a change of time could simply be because they have very young children who need to be sent to school before she leaves for work. If you have been working at a company for a certain
period of time and are on good terms with your superiors, you can write to them in a respectful manner and explain your circumstances. In most cases, the superiors will consider your request and change your work hours. The following points should be considered while writing a proposal letter to change work hours. Mention your current work hours
and the hours to which you want to change them too.State your reason for the change. Your reason should be valid enough to justify your request for the change of work hours.Mention how the change will be beneficial to you and if this will affect your work in any way or not.Have a respectful and courteous tone while speaking to your superiors.
Always remember that the boss would never want to lose a hardworking and dedicated employee. Make sure you are sincere in your work and have a good work record before putting forward any such requests or demands. Sample Letter I am writing this letter to request a change in my work hours. My current work time is from 09 00 hours till 17 00
hours, however, I wish to change it to 10 00 hours till 18 00 hours. I am requesting this change because I have two young children who have recently joined the school and their leaving time is 09 00 in the morning.

Febrmgy 8, 2009

Ta Metwesk Opeabicns Mapagers (HOMs)
ATETMISPHT

Ce SI0M Chnstopher Streeter

Good day!

Fer almas seven (T) monihs of werlang as & Metwerk Contredler [T, 1 weuld be requestng for
& change i wark schedule, instead of 10pen to Zam, 1t wall be Spm o Sam, thiz an relabon of
ry mvesk cal aftention that will contnbute for my 2 (8) hour rest and wellness

With this, | heve been recontly medially dagnosed of lugh SGPT due to Bty bver Lagt
I WI008, and poseble baemamhod problan, hal 5 the crused of oy two-day medicad
lemwe lagt 01OL2000 to D2D2009 {medical records wall be gy par request). Boredver,
ary problem m ey present work schedude ps that | could ot able to attaan suffiqent decp due
to my bedy abnormal reaction

Previowsly | have abempted 1o use focds or Ligumds 1o gef beiter deep, deep sleep munc and
oilers, bt nooe of these work for me and [ stil] Suled 1o mare than three | 3) hour-sleep
daning ey werk days Hewever wath th 4 el iald

dieve | coald sble ta do mege
rest, minee past By o dock ae sl cor

Al presmt, e m the seirch 1o how to acueve res? dunng day hume 50 | wall haee immmediate
recupeation 1o my exding ness As for me, haang a good rest itsedf has good apefcnt
fador oo efficency of an employee’s woark and health Lfe, conmsdenng our wonk requires
altenticn 10 detal, carefidl Judgement 1o techmucal pemses and work processes, also presnmmng
at s

Az per record, | bave completed oy mx months of enploymend, that is, fom 28072003 ta
IB012000, wathowt any medical leawes o medical cetiflcates, to prove that | have
mantainsd good sttendance record, and my work deieation which | even worked ab timies
I'm bavang regalar headaches dus to inadequate o eep

In addton, thes work schetdud e change request bas been prenoudy informed vertally. and bas
beem regected dus to NCs head cowt par schedule Bme, yef thas request was now related to
ary mekcal conditzon

36 I'm ledlang ferward for your due conadeation and approval oo oy reguest

Thanis you very muich

Respectfully yours

Rommel Camila
pletwork Cootroller
CCHPIC CHAA+MHeatwork+MCTSRICP

I do not have any domestic help and have to fix their breakfast and lunch myself before I send them to school. This change in time will allow me to perform my duties towards my children in the morning before I leave for work. I have attached my children’s school schedule with this letter for your reference. I have worked in the marketing department
for 2 years and performed my duties to the best of my abilities. I will work my best to maintain the work standard that is expected of me. I fully recognize the obligations of my work and I can assure you that this change in the work hours will not affect my work performance at all. I would be happy to arrange a meeting with you if you wish to discuss
this with me or need any further information. I am also open to any alternate solutions you can recommend for this.



wir. Greg Smikh
Marager Aocounis
ARC irternabkomal

wWir. keffery
CED
ABC ribcrmatianal

Toar Mr. Jeffery,

T is 1o Brirg InED wour king attenbon that my mother & tTerrdly 0L She has been adrited bo e
Frospial. My Seber |5 currently skaping, wath mie. In the daytime, she manages ta loak atter cr mdathner
bt at might it becomes diffioult for ber as she must ook after my daughiter. | am currently working
with & shife tirre from 2 prn=10 pm which T am afraid | will not be able to contros. S, 1wl be betber

able to work (n the morning shift sothat | may be able to look after oy mother as well,

have beenaomking im the company or the past sessn years. | hinee recently been granted 3 pramoton
with an incrEase in salary due bo roy wiork. Moreoser, | had made cur previces project a secoess Tor
thez cornpany. Wy Timings IF changed will not cause any problem and that | assure yoi. | vl saork in mmy
tull capacity.

trchosad are rg micther's rmedical documaents for vour reference, If you need any othar detail, | will
prosice gou 3k ey eanibest possiths

Torirs e rely,

Wir. Greg Smith
“WErager Accounds
ABC Imtermational

doeriu b arg

Thank you for your time and consideration. Preview Already have a Farillio account?Sign InGet unlimited access to 100s of legal resources by signing up to Farillio today.Manage your legal documents onlineWell written legal templates by our partnersGuides to help you understand lawLegal help available every step of the waySign up In a time where
conventional working hours are becoming less common, options like flexitime are becoming more standard. However, not all companies are embracing options like working from home or irregular hours, and so some employees may need to make a case for any changes to their working hours. Naturally, any changes to an employee’s working hours
must be agreed upon by both the employee and the employer. Failure to do so can result in troubles for the employer, as the employee may be entitled to claim a breach in contract. Any changes should be beneficial to all parties involved, so to an agreement both the employee and the employer should understand how to broach and discuss the
subject. Changing hours of work So how does an employee request a change of contract working hours? First, as an employee, it’s vital to explain to their employer exactly why they want to make any changes to their working hours. These reasons should be paired with any potential issues changes to working hours may raise, along with solutions to
them.

Once these have been noted, they should be compiled into a comprehensive letter. Putting a request into writing will help establish the groundwork in which both the employee and employer can discuss the possibility of changing hours of work. When both parties are open to a discussion, the employee can also consult or negotiate with the help of
representatives, who can include other employees or assistance from a trade union. This discussion will allow both the employer and employee to be open with expectations and concerns about any potential changes to working hours. Because of this, both parties may present alternative ideas than those initially proposed, such as changing to
compressed hours or part-time working. It’s worth noting that some statutory rights may justify a change of working hours, such as not wishing to work on a Sunday. Employee rights on a change of working hours In regards to employment law on a change of working hours, within an employment contract, there can be ‘variant clauses’. These clauses
generally allow minor changes to a contract, yet they must be clear and precise about what they can change. If an employer only has these variant clauses to rely on for changes to working hours, an employee may protest these changes. Changes to contracts using variant clauses cannot be made without due consideration. An employer has to justify
any attempts to change an employee’s contract due to variant clauses, such as if the company or business needs to reduce working hours due to financial struggles. If this occurs, the employer needs to follow a fair procedure to utilise changes via variation clauses. Changes to contracts may also be discussed due to a change of ownership of the
company or business. However, they cannot make these changes without an employee’s consent. This is considered a Transfer of Undertakings Protection of Employment, or a TUPE change of working hours. Any changes due to being transferred to a new employer cannot be made if they’re directly related to the transfer. This means that even if the
new owner already has an employee in a similar role, they cannot make any changes to the employee’s contract. For example, they can’t reduce your pay because they pay someone who already works for them in a similar role less. How much notice for a change of working hours? An employee should be notified whenever their working hours are
changed, regardless of whether it was by their own choice or not. An employer’s intention to make these changes is a change of working hours announcement, which is open to a response from employees. When discussing the change of working hours, it can refer to two types of changes. These can be either a short-term change, such as a shift
change, or a permanent one, such as changes made to an employee’s contract. Each has a different legal notice period for a change of working hours. The former requires the employer to give the employee 12 hours of notice. The latter must be given to an employee written notification of any changes within four weeks of the decision being made. In
the event that there have been changes made to a contract without discussion or agreement, these changes to a contract will likely be a breach of the contract of employment. Simple providing a written notice would not make these changes lawful. BrightHR can help It can be difficult for both employees and employers to fully understand changes to
working hours. This is where BrightHR’s expertise can provide valuable assistance. Get in touch today for employment law advice or explore our many insightful HR resources. Frequently Asked Questions about Changing Employees' Working Hours Our clients ask loads of questions about changing an employees working hours, so we’ve answered
some of the most common ones below.

Not found an answer to your question? Bright Lightning gives you the answer to thousands of employment questions in seconds. Can an employer change your contract? An employer can only change the terms of the contract with the agreement of the employee. A contract of employment is legally binding, it would be a breach of contract to change
the terms without the employee’s agreement. We can help Do you need extra support? Well, we’'re always available to help. Get in touch on 08004702432 If you've changed your working hours, here’s an easy to use template to make a change of working hours announcement. Good day [recipient], To address the rising customer demand for our
services, we have changed our operating hours from [open time - close time] to [new open time to new close time]. We have determined that this new schedule will make us to be more accessible to our customers. As always, we only have the people’s best interests in mind. This change will take effects starting [date]. Expect no other changes except
the longer operating hours. You may visit our office during this time to avail of any of our usual services. [Signature][Name of sender] Other Free Letter Templates No Bonus Announcement Letter To EmployeesSample Staff Announcement LetterSample Announcement Letter For a New ManagerChange In Mailing Address Sample LetterDemotion
Announcement LetterAnnouncement of New Business OpeningAnnouncement Letter For Award CeremonyGrant Announcement Letter SampleSample Scholarship Announcement LetterNew Shipment Letter To CustomersAnnouncement Letter For Business Automation WorkflowAnnouncement Letter For New EmployeeAnnouncement Letter For A
New PresidentStore Closing Announcement LetterAdoption Announcement LetterAnnouncement Letter For A New BusinessShipping Policy Change Letter To CustomersRebranding Announcement Letter To CustomersOrganization Chart Announcement Letter



