CHASS Work Hour Exception Addendum

[bookmark: _GoBack]Please complete the form. All sections are required. The Department Head or Unit Leader must sign at the bottom of the form indicating their approval. The completed form should be sent to the HR Consultant assigned to your department.
	Employee and Job Information 

	First Name
	Enter first name	Department
	
Select department from dropdown
	Last Name
	Enter last name	Employee ID #
	Enter ID # if current or former employee
	Start Date
	Click or tap to enter a date.	End Date
	Click or tap to enter a date.
	Position Type
	
Select position type from dropdown	Supervisor
	Enter Name of Supervisor
	
Is this a graduate student? ☐ Yes      ☐ No 

If yes, do you have written approval from the DGP and the student’s Committee Chair that working over 29 hours/week will not be detrimental to the student’s progress towards degree? ☐ Yes     ☐ No




	Description of Work:

	







	Justification to work over 29 hours/week:

	










☐ I understand if the exception is granted and the student becomes eligible and enrolls in the ACA Health Plan, the department will be billed monthly for the cost of the health insurance for the duration of the eligibility. 

	Department Head or Unit Leader Signature
	
	Date
	



