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REVISED:

PURPOSE: To notify DMHAS Human Resource Services Bureau — Centralized Payroll Unit of
change in employees’ work location, work hours and/or work schedule.

SCOPE: All WFH staff

PROCEDURE:

1. The immediate supervisor notifies, via email the Facility Human Resource Department
representative of changes in employee status (i.e., work locations/assignment, change in
schedule and/or work hours).

2. The Facility Human Resource Department will complete a Human Resource Information
Management System (HRIMS) Processing Form and forward the form to the HRIMS
Department for processing in the CORE-CT system. The HRIMS Department will notify the
Centralized Payroll Unit of all changes.

Any schedule change needs to receive prior written approval from the Facility Human Resource
Director and the DMHAS Director of Labor Relations.



