
 

 

UCS-70(Jan./2018) 

State of New York Unified Court System 

Alternative Work Schedule Request Form (UCS-70) 

 

Part I: Completed by Employee requesting an Alternative Work Schedule (AWS) 

 

 

Print name       Title 

 

Court or Office 

 

Instructions: 

• Do not submit this form for a management-assigned work schedule. 

• Submit AWS request form to manager/supervisor and local administrative office. 

• Request must be submitted at least six (6) weeks prior to the proposed start date. 

• AWS cannot begin until final approval by the Deputy Chief Administrative Judge/OCA Executive Director. 

• Employees on probation are not eligible for AWS.  

• AWS requests are approved for a maximum of six (6) months. 

• Part-time schedules greater than 50% or less than 100% are approved for 12 weeks. Limited extensions may be 

granted. 

• Compressed schedules with Monday as the regular day off (RDO) are not approved absent extenuating 

circumstances. 

• Full-time schedules should include an hour lunch. A request with a minimum 45-minute lunch will only be 

approved in extenuating circumstances. 

 

AWS Proposed: Start Date      End Date 

 

Is this an extension of a current AWS?    ☐Yes ☐No  

 

Week 1 

Thursday:    

Friday:     

Saturday:    

Sunday:    

Monday:    

Tuesday:    

Wednesday: 

 
 
 
 
 
 

______am 
______am 
______am 
______am 
______am 
______am 
______am  

 
 
 
 
 
 

______pm 
______pm 
______pm 
______pm 
______pm 
______pm 
______pm 

Week 2 

Thursday:    

Friday:     

Saturday:    

Sunday:    

Monday:    

Tuesday:    

Wednesday: 

 
 
 
 
 
 

______am 
______am 
______am 
______am 
______am 
______am 
______am  

 
 
 
 
 
 

______pm 
______pm 
______pm 
______pm 
______pm 
______pm 
______pm 

 

Is the AWS Request made pursuant to FMLA?           ☐Yes ☐No 

Is the AWS Request made pursuant to the ADA?       ☐Yes ☐No 

If you checked Yes to either, please contact the human resources professional in your local administrative office prior to 

submitting this form to discuss your request and ensure that you have the required medical documentation to submit with 

the form. 

 

Is the AWS request for Part-time 50%        ☐Yes ☐No 

If you are requesting a part-time 50% schedule - note that once you have completed a full year (two successive AWS at 

50%) you must return to your full-time position. If you request to continue part-time 50% after a full-year, and the request 

is granted, you will become permanent part-time-50% and will forfeit your right to a full-time position. 

 

Please sign and date before submitting the AWS request to your manager/supervisor and/or local 

administrative office. 

 

 
Signature       Date 



 

 

UCS-70(Jan.2018) 

Part II: Completed by Local Management 
 
Employee Hire Date: _________________  Time in Current Title: _________________ 

 

• If employee is probationary in current title, return the AWS request. 

• Complete every question below and provide detailed explanations in the space provided. 
• Submit Recommendation to Deputy Chief Administrative Judge/OCA Executive Director. 
• If all questions below are not answered in detail, the form will be returned. 

 

Basis for request:  What reason, if any, was provided in support of the employee’s AWS request? 

 

Court operations: Will the proposed schedule impact service to the public, quality of work and/or quantity of work 

performed?        ☐Yes  ☐No 

Explain 

Overtime implications: Will the proposed schedule generate overtime and/or compensatory time? ☐Yes  ☐No 

Explain 

Management and Supervision: During the proposed schedule, is supervision in place?           ☐Yes  ☐No 

Explain 

Does employee requesting AWS have managerial or supervisory responsibilities? ☐Yes  ☐No 

Explain: If Yes, explain specifically how employee=s managerial or supervisory responsibilities will be performed 
in the employee=s absence. 

 

Is security in place at all times during the requested schedule?   ☐Yes   ☐No 

Explain 

Does the proposed schedule have an impact on other employees, including work assignment and/or morale? 
             ☐Yes   ☐No  
 

Explain: 

 

 
Manager/Supervisor completing form (print )   Signature    Date 
 
☐Recommended ☐Not Recommended  
     

Recommendation of Administrative Judge (or designee: Chief Clerk/District Executive)/OCA Director: 

☐Recommended ☐Not Recommended 
 
Print name     Signature    Date 

 

Determination of Deputy Chief Administrative Judge/Executive Director:     ☐Granted       ☐Denied 

 

Print name     Signature   Date 



 

UCS-70(Jan.2018)  

 

 
REDUCED SCHEDULES UNDER THE FMLA 

 

 
Eligible employees are entitled to be absent from work for up to 12 weeks each calendar year for 

an approved FMLA purpose, as listed below: 

 

1. To request a schedule in connection with the birth of a child, the adoption of a child, or 

the placement (by the state) of a child for foster care. FMLA leave for child care may be 

used only within the year following the birth, adoption or foster care placement. You may 

be asked to supply documentation of the birth, adoption or foster care placement. 

 

2. To request a schedule in order to provide necessary care for a spouse, child or parent who 

has a serious health condition. You must attach a properly completed medical 

certification Form WH-380-F (available from your payroll/personnel office). 

 

 

3. To request a schedule in connection with your own serious health condition. Attach a 

properly completed medical certification Form WH-380-E (available from your 

payroll/personnel office). 

 

For more information on the FMLA, ask your payroll/personnel office for assistance and/or for a 

copy of the Guide to the Family and Medical Leave Act for Nonjuducial Employees.  
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