THE WORKWEEK AND BUSINESS HOURS 

[COMPANY]'s normal workweek is the seven-day period from [DAY AND TIME] through [DAY AND TIME], and our normal business hours are from [TIME] to [TIME].

You will receive your specific work schedule from your supervisor or another member of the management team.  However, from time-to-time, depending on various factors such as workload, staffing needs, special projects and other business needs, you may be required to come in early, work late, or work overtime.   
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