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	MUTUAL EXCHANGE REQUEST FORM

DEPARTMENT OF CORRECTION, VALHALLA, NEW YORK

	A mutual exchange is defined as a voluntary agreement between two staff members where each staff member requests and agrees to substitute for the other on one regular tour of duty. The agreement is made for the convenience of the staff members and is no way mandated by the Department.

	REQUESTING OFFICER #1: (PRINT CLEARLY)

	LAST NAME:                                     FIRST NAME:                             EMPLOYEE#

	SHIFT: ______________  SQUAD: __________ DIVISION: (CIRCLE ONE)    JAIL      PENITENTIARY

I REQUEST PERMISSION FOR REQUESTING OFFICER #2 NAMED BELOW TO WORK IN MY PLACE ON MY REGULAR SCHEDULED TOUR ON:

DATE:  _____________ DAY: _____________________  SHIFT:__________________________

 I ACKNOWLEDGE THAT I HAVE READ AND UNDERSTAND THE P&P 07-28, ENTITLED “MUTUAL SHIFT EXCHANGES” AND THIS REQUEST IS IN STRICT COMPLIANCE WITH AND SUBJECT TO ALL PROVISIONS CONTAINED THEREIN.

SIGNATURE: ________________________________       DATE: ____________________



	REQUESTING OFFICER #2: (PRINT CLEARLY)

	LAST NAME:                                     FIRST NAME:                             EMPLOYEE#

	SHIFT: ______________  SQUAD: __________ DIVISION: (CIRCLE ONE)    JAIL      PENITENTIARY

I REQUEST PERMISSION FOR REQUESTING OFFICER #1 NAMED ABOVE TO WORK IN MY PLACE ON MY REGULAR SCHEDULED TOUR ON:

DATE:  _____________ DAY: _____________________  SHIFT:__________________________

 I ACKNOWLEDGE THAT I HAVE READ AND UNDERSTAND THE P&P 07-28, ENTITLED “MUTUAL SHIFT EXCHANGES” AND THIS REQUEST IS IN STRICT COMPLIANCE WITH AND SUBJECT TO ALL PROVISIONS CONTAINED THEREIN.

SIGNATURE: ________________________________       DATE: ____________________



	SHIFT COMMANDER AUTHORIZATION:

	APPROVED  _______     DISAPPROVED  _______     REASON ______________________________

SHIFT COMMANDER:  _________________________________          DATE:  ____________________

ENTERED INTO STAFF MANAGEMENT SYSTEM ON (DATE): ____________________________


NOTE THAT THE ORIGINAL AND 1st COPY ARE TO BE ATTACHED TO THE RESPECTIVE

DAILY ATTENDANCE LOGS AND SUBMITTED TO THE DIVISION HEAD FOR FILING.
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Requesting Officer #1 Shift Commander

1ST Copy to:
Requesting Officer #2 Shift Commander
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