
Schedule Change
Request Form Template 

Use our schedule change request form as a starting point to
customize yours to fit your business.



Schedule Change Request Form 
The schedule change request form is designed to facilitate the process of requesting changes to 
an employee’s work schedule. 

This form ensures that all necessary information is captured, enabling managers and HR 
personnel to evaluate and approve or deny schedule change requests systematically. 

Proper documentation helps maintain clear communication and effective workforce 
management. 

Schedule Change Request Form 

Date of Request: __________________​
 Employee Name: __________________​
 Employee ID: __________________​
 Department: __________________​
 Supervisor/Manager: __________________ 

Details of change request: 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

Reason for the request: 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 

●​ Request for a one-off change 
●​ Request for permanent change​

 

Impact on Work and Coverage 

How will this change affect your work responsibilities?: 
__________________________________________________________________ 

Proposed solution for coverage during the requested hours/days: 
___________________________________________________________ 

———————————————————————————————————————— 

 This Schedule Change Request Form Template was created by Connecteam - 
the world’s #1 all-in-one employee management platform. 
Get started for free today! 

 

http://connecteam.com/templates/schedule-change-request-form/?utm_source=schedule-change-request-form&utm_medium=templates&utm_campaign=pdf
https://connecteam.com/employee-app-360-funnel/?utm_source=schedule_change_request_form&utm_medium=templates&utm_campaign=pdf


……………………………………………………… 

Employee’s signature 

Schedule change request is:​
 

●​ Approved 
●​ Denied​

 

……………………………………………………… 

Manager’s Signature: __________________  

HR Representative’s Signature: __________________  

Date: _____________________ 

 

———————————————————————————————————————— 

 This Schedule Change Request Form Template was created by Connecteam - 
the world’s #1 all-in-one employee management platform. 
Get started for free today! 

 

http://connecteam.com/templates/schedule-change-request-form/?utm_source=schedule-change-request-form&utm_medium=templates&utm_campaign=pdf
https://connecteam.com/employee-app-360-funnel/?utm_source=schedule_change_request_form&utm_medium=templates&utm_campaign=pdf
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