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Shift Changes Log
(Use this log to record every schedule change, the notice given, whether employee consent was obtained, and any resulting premium pay owed. Retain completed logs per your recordkeeping requirements.)
	Date of Request
	Employee Name
	Original Shift
(Date / Time)
	New Shift
(Date / Time)
	Reason for Change
	Advance Notice Given (Hours)
	Employee
Consent (Y/N)
	Premium Pay Owed (Y/N/Amt)
	Notes

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


This is a general-purpose template provided for reference only and does not constitute legal advice. Fair Workweek requirements vary by state and city. Verify the specific rules in your jurisdiction (e.g., notice periods, premium pay triggers, and required language) before use. Template courtesy of Workforce.com.
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