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	9.1	Criteria for schedule/shifts/holidays/weekends/on-call.

A. The Employer retains the right to establish all schedules, including schedule shifts, holiday schedules, weekend schedules, and on-call schedules, except to the extent limited by a specific provision of this Agreement. All posted schedule shifts/holidays/ weekends/on-call need to be filled by the Technical and Contingency/PRN Employees to support Hospital operations. Based on workload and patient needs, Technical and Contingency/PRN Employees may be asked to work on days and shifts not selected to be available. Contingency/PRN Employees will not be required to work on days and shifts where they have designated they are unavailable. Schedule shifts/holiday/weekend/on-call can be added at the discretion of the Employer at any time based on census and Hospital needs. A schedule shift/holiday/ weekend/on-call may be cancelled by the Employer at any time. 

(1)	The Employer will attempt to provide a minimum of 12 hours’ advance notice prior to cancelling a schedule shift.  This will not preclude the Employer from offering low need on shorter notice.  When the Employer utilizes mandatory low need, the Director/Manager/Supervisor/Designee will utilize the existing low need list.

(2)	If a Technical or Contingency/PRN Employee terminates/transfers, the Director/Manager/Supervisor/Designee will post the vacated schedule shifts/holidays/weekends/on-call for Technical and Contingency/PRN Employees to fill voluntarily. Any remaining shifts will be assigned by the Director/Manager/Supervisor/Designee according to the existing high need rotational list.  In departments where there is not a rotational list, a list will be created based on departmental seniority.  All lists will be posted in a conspicuous area in the department.  Employees will not be assigned involuntarily to work on approved days off.

(3)	Technical and Contingency/PRN Employees will provide 2 hours’ advance notice prior to the start of scheduled shift/holiday/weekend/on-call when calling out.  In the case of a call off within twenty-four (24) hours of the start of a scheduled shift, the following procedure shall apply:

a)	Shifts will be offered to all employees for voluntary pick up on a first come, first serve basis.
b)	Partial shifts may be approved by the Director/Manager/Supervisor/Designee.
c)	Should no employee volunteer to fill such shift within thirty (30) minutes, the Director/Manager/Supervisor/ Designee will utilize the high need list to determine who will be mandated to cover the shift.

B.	When a Technical or Contingency/PRN Employee needs backfill/desires to swap coverage for a scheduled shift/holiday/weekend/on-call, it is the Technical or Contingency/PRN Employee’s responsibility to obtain backfill coverage and receive approval from their Director/Manager/Supervisor/Designee of the coverage change prior to the start of the scheduled shift/holiday/weekend/on-call. If the Technical or Contingency/PRN Employee is unable to obtain backfill/swap coverage and receive approval prior to the start of the scheduled shift/holiday/weekend/on-call, then that Technical or Contingency/PRN Employee remains responsible for working the scheduled shift/holiday/weekend/on-call. Emergencies, such as bereavement, illness, or approved LOA, will be assigned by the Director/Manager/ Supervisor/Designee.

C.	High Need (additional shift coverage, minimum of 2 hours), Extended Hours (minimum 2 hours) and Low Census (reduced coverage, minimum of 2 hours) rotational lists will be maintained by the Director/Manager/Supervisor/Designee within their home department where applicable. Credit will be given to the Technical Employee who fulfills the additional or reduced coverage need, upon approval of the Director/Manager/Supervisor/Designee. Rotation lists will be utilized to assign mandatory high need and low census, with credit given to those technical employees who complete those assignments (voluntary or mandatory), starting with the least senior technical employee being mandated first, then the next least senior technical employee, and so on, until the list has been exhausted and resets.

(1) A mandatory high need assignment can be split by two (2) technical employees into two (2) shift assignments, each a minimum of two (2) hours. If the two (2) technical employees want to split the assignment, they must specify how the split will be divided (i.e., who will cover what part of the assignment) and obtain the approval of the department Director/Manager/ Supervisor/Designee. If the Director/Manager/Supervisor/ Designee approves, both employees will receive credit on the High Need rotation list.

(2) A technical employee on pre-approved PTO will not be mandated to fill a High Need assignment.
D.	PTO requests outside of those requested under Article 29 must be submitted prior to the release of the pencil/draft schedule for which the time off is requested.  These requests will be considered by the Director/Manager/Supervisor/Designee for approval, subject to scheduling needs.  Requests must be made in accordance with the applicable PTO request process for the department.

9.2	Scheduling a Procedure for Holidays.

		A.	Technical employees working a 7-on/7-off schedule will be scheduled for holidays that fall during their regular work rotation.

B.	The remaining Technical Employees will be assigned a spot on the holiday shift rotation. New Technical Employees hired will be assigned an open spot in the holiday rotation. Holiday Shift rotation roster will be maintained by the Director/Manager/ Supervisor/Designee.  If there are Fare more employees than there are holiday shift assignments, a bye year will be granted on a rotational basis, starting with the highest senior employee based on departmental seniority.

	C.	Notwithstanding (A) & (B) above, those departments that have traditionally assigned holidays equitably with preference given by departmental seniority may continue to do so.

D.	Technical Employees may swap/backfill holidays, but they will stay in their original rotation order for the following years.

E.	If open holiday shifts exist, vacant shifts will be filled by taking actions in the following order:

		(1)	Post open shifts for volunteer/s pick up.

(2)	Assign Technical Employees, rotating staff based upon departmental seniority (least to most).

		F.	For departments that use on-call staff to cover the weekends, when the department is closed to outpatient services, each holiday that falls on a Monday or Friday will also have an attached “holiday weekend,” not to exceed three (3) consecutive call shifts unless mutually agreed upon, except for departments that have call teams (i.e., multiple people on call at the same time).

9.3	Scheduling Procedure for Schedule Shifts For All Departments Excluding Lab and Pharmacy

A.	The schedule will be a six (6) week schedule period will be a minimum of two (2) pay periods. 

B.	The scheduling procedure for schedule shifts is as follows:

		(1)	Week 8:  The Director/Manager/Supervisor/Designee posts a draft schedule 8 weeks before schedule go-live with the following information filled in: 
i.	approved vacations, PTO, LOA, assigned weekends and 	holidays
ii.	number of staff and skillset(s) needed for each shift (to include check, stay late, if applicable)
iii.	Contingency/PRN Employees submit the shifts and days they are not available to work to their Director/ Manager/ Supervisor/Designee. Availability will be communicated by the Contingency/PRN employee to their Director/Manager/Supervisor/Designee via text or e-mail, if unavailable for this schedule building stage.

(2)	Weeks 7 & 6 

i.	Technical Employees enter their preferred shifts on the 	schedule by departmental seniority (most to least).

1.	Select shifts/roles in an equitable rotation to support competency in all qualified skillsets within their home department. For example, Rad Onc - select equitable shifts for Sim and Linac; Diag Rad-equitable shifts for portables, fluoro, OR, DEXA, mammography, etc.

(3)	Week 5 

i. The Director/Manager/Supervisor/Designee schedules Contingency/PRN Employees based on the availability they submitted if the scheduled shift(s) are not already covered by Technical Employee(s). 

1.	If more than one Contingency/PRN Employee has availability for a given unfilled shift, then the Director/Manager/ Supervisor/Designee will assign the Contingency/PRN Employee by departmental seniority (most to least) on a rotating basis. 

		(4)	Week 4 

i	Technical and Contingency/PRN employees sign up for 22	remaining shifts voluntarily.

1.	If there are more technical employees who voluntarily sign up on any given day and shift, the department Director/Manager/Supervisor/ Designee shall first award the available shift(s) to Contingency/PRN employees, then to part-time technical employees, then to full-time technical employees, based on departmental seniority.

		(5)	Week 3

i	The Director/Manager/Supervisor/Designee will assign any remaining scheduled schedule shifts in on a rotating basis rotationas follows:

1.	Contingency/PRN Employees by departmental seniority on a rotating basis (least to most).

2.	Regular part-time and full-time Technical Employees by departmental seniority on a rotating basis (least to most), with part-time employees being assigned first up to a 0.8 FTE based on departmental seniority.

(6)	Week 2 - Final Schedule:

i	The final schedule will be posted by the Department Director/Manager/Supervisor/Designee on the Monday, 13 days prior to the final schedule go live.


9.4	Scheduling Procedure for On-Call and Weekends for all Departments excluding Lab and Pharmacy

	A.	Weekday Call (Monday-Thursday), if applicable, will be equitably divided among the staff by departmental seniority and can be signed up by the staff on the draft schedule. Technical Employees who do not sign themselves up for Weekday Call will be assigned call by the Director/Manager/Supervisor/Designee on remaining uncovered weekdays. 

B.	Weekends (scheduled shifts and on-call) will be selected in six (6) month increments (i.e., during (1) the first two weeks of February, and (2) the first two weeks of August), in a rotation annually (first two weeks in January) as follows:

		1.	Technical Employees choose one weekend by departmental 	seniority (most to least) in a rotation until there are no longer enough remaining 	weekends to equitably select among the Technical Employees. 

2.	When there are no longer enough remaining weekends to equitably select among the Technical Employees, then those remaining weekends will be selected in a rotation by departmental seniority (least to most).

3.	Prime time weekends, those that fall between June 1 and September 1 (as defined in Article 29), are to be divided equally among employees.

9.5	Scheduling Procedure – Inpatient Pharmacy, Home Infusion, Outpatient Pharmacy, Hematology/Oncology Pharmacy

		A.	Schedules will be prepared by the Director/Manager/Supervisor/Designee in 4-week 6-week increments aligned with pay periods and will be posted at least two weeks prior to schedule start.

		B.	Technical Employees holding variable shift positions may communicate shift preferences to the pharmacy scheduler(s). The Employer shall schedule full-time variable shift Technical Employees in a manner that minimizes shift changes within a single workweek. Shift preferences will be taken into consideration when scheduling and granted based on departmental seniority and competency

		C.	Contingent/PRN Employees will specify the shifts they are not available to 	work.

		D.	All Technical Employees of the inpatient pharmacy will be equitably 	assigned to a weekend rotation.

		E.	The Director/Manager/Supervisor/Designee will post open shifts for 	volunteer pick up after assigning shifts per B, C and D.

		F.	High Need (additional coverage) rotational lists will be used to schedule 	any remaining open shifts.

E.	The Director/Manager/Supervisor/Designee will post open shifts for Technical and Contingent/PRN to pick up voluntarily after assigning shifts per B, C, D. If open shifts are not filled voluntarily, advanced assignments will be used.

F. 	Advanced Assignments

1. Advanced Assignment List is used for shifts that provide > 2 weeks’ notice.
i. All Inpatient Pharmacy technical employees are subject to Advanced Assignments.
ii. Open shifts will be assigned using the Advanced Assignments List, which is organized according to departmental seniority, least to most, with part-time employees being assigned first up to a 0.8 FTE based on departmental seniority.
iii. Schedule full time technicians over their FTE using the Advanced Assignment Rotational List by adding additional shifts. 
iv. Schedule double shifts according to the Advanced Assignment Rotational List by adding additional shifts. 
v. Credit will be given on the Advanced Assignment List once assignment fulfilled.
vi. Technicians on pre-approved PTO will not be mandated to fill an advanced assignment.
vii. All Pharmacy Technicians will not be mandated to work more than 8 days consecutively.

G.	Short Notice Assignments

1. Short Notice Assignment List is used for shifts that provide < 2 weeks’ notice (i.e., sick calls/emergency/COVID).
i. All Inpatient Pharmacy technical employees are subject to the Short Notice Assignment List.
ii. All short notice assignments will be designated as incentive shifts.
iii. Open shifts will first be offered for volunteer pick-up using a mass message sent to all full-time, part-time, contingent, Home Infusion, and Cancer Center pharmacy technicians.
iv. The first technician to respond is awarded the shift.
v. If the first technical employee to respond has been awarded the previous 2 short notice assignments, 30 additional minutes will be allowed for others to respond. If there are more respondents, the shift will be awarded to the technical employee with the least number of short notice assignments for the six-month period and greatest bargaining unit seniority.
vi. If after 30 minutes no other technical employee has responded then the initial technical employee who responded will be awarded the shift.
vii. Partial shifts may be approved.
viii. Remaining open shifts will be assigned using the Short Notice Assignment List, which is organized according to departmental seniority, least to most.
ix. Credit will be given for all Short Notice Assignments once fulfilled.
x. Assignment can be split into two (2) partial shifts, minimum of two (2) hours. If the two (2) technical employees want to split the assignment, they must specify how the split will be divided (i.e., who will cover what part of the assignment) and obtain the approval of the department Director/Manager/Supervisor/ Designee. If the Director/Manager/Supervisor/Designee approves, both employees will receive credit on the High Need rotation list.
xi. If a mandated technician finds their own coverage, both employees receive credit on the Short Notice Assignment list.
xii. Only technical and contingent/PRN employees already at work can be mandated to work a double shift, or to provide coverage for the remaining vacant shift.
xiii. Technicians on pre-approved PTO will not be mandated to fill a short notice assignment.
xiv. Technicians will not be mandated to work more than 8 days in a row but may work more than 8 days in a row if volunteering for short notice assignments.
H.	All lists will be maintained by the Director/Manager/Supervisor/ Designee and posted in a conspicuous area in the department.

I.	Cancer Center and Home Infusion Therapy technical employees will be scheduled during regular operating hours of those departments, Monday through Friday, but may volunteer for open shifts in the Inpatient Pharmacy, after all core Inpatient Pharmacy staff (through contingents) have been scheduled.

J.	Inpatient Pharmacy technical employees may be scheduled in the Cancer Center or Home Infusion Therapy to provide coverage for PTO, high need, etc., provided they are competent and trained in those areas.


9.6 Scheduling Procedure – Core Laboratory, Transfusion Services, Microbiology, Pathology, Flow Cytometry and Donor Services

	A.	Schedules will be prepared by the Director/Manager/Supervisor/Designee in 4-week, or 6-week increments aligned with pay periods and will be posted at least two weeks prior to schedule start.

	B.	Technical Employees holding variable shift positions may communicate shift preferences to the scheduler(s). Shift preferences will be taken into consideration when scheduling and granted based on departmental seniority and competency.

	C.	Technical Employees with regularly scheduled weekend hours are assigned to an evenly distributed weekend rotation. When there are no longer enough remaining weekends to equitably assign among the Technical Employees, the remaining weekends will be assigned by departmental seniority (least to most on a rotating basis) by the Director/Manager/Supervisor/Designee.

1.	Technical Employees have the option to be scheduled for additional weekends with the written consent of the Technical Employee and the Director/Manager/Supervisor/Designee.

D.	The Director/Manager/Supervisor/Designee will post open shifts for Technical and Contingent/PRN pick up after assigning shifts per B and C. If open shifts are not filled, advanced assignments will be used.

E.	Advanced Assignments 

	1.	All Technical Employees are subject to Advanced Assignments.

		i	Weekends will be assigned first on the Advanced 	Assignment Weekend List by departmental seniority.\

1.	If requested by a Technical Employee, all attempts will be made to provide an alternate day off during the pay period if scheduled over 1.0 status.

2.	Credit will be given on the Advanced Assignment Weekend List once assignment fulfilled.

	ii	All other assignable shifts will be assigned on the Advanced Assignment List to all Technical Employees with part-time employees being assigned first based on departmental seniority.

	1.	If requested by a Technical Employee, all attempts will be made to provide an alternate day off during the pay period if scheduled over 1.0 status.

	2.	Credit will be given on the Advanced Assignment List if an employee signs up for an assignable shift.

	iii	If an employee assigned a shift can get another qualified employee to work the shift; the assigned employee still gets credit for the assignment.

	iv	If staffing, or workload is such that the Hospital can release an employee from working a day, the assigned employee gets first choice to opt out of working.  If the assigned employee chooses to keep the assignment, the next vacation request may be approved and then released based on seniority. An assigned employee who elects not to work does not get credit for an assignment.

		v	Technical Employees, who are on pre-approved PTO, will not be involuntarily given Advanced Assignments.

2.	Short Notice Assignments

	i	Short Notice Assignment List is used for shifts that provide <2 			weeks’ notice (i.e., sick calls/emergency/COVID).	

	1.	All Technical employees are subject to the Short Notice 			Assignment List. 

	2.	Credit will be given for all Short Notice Assignments once 			fulfilled.

	3.	If Short Notice Assignment occurs on a weekend, credit will 	be given on both the Short Notice and Weekend Assignment list. 

a. Assignment can be split into ½ shift assignments and both employees will receive credit on both assignment lists.

	ii	Only Technical and Contingent/PRN employees already at work can 	be mandated to work a double shift, or to provide coverage for the 	remaining vacant shift. 

	iii	Technical Employees who are on pre-approved PTO will not be 		involuntarily given Short Notice Assignments.

3.	All lists will be maintained by the Director/Manager/Supervisor/
Designee of the home department and posted in a conspicuous area in the department.

9.6	Extra Shift Incentive:  

A.	The Hospital may, within its sole discretion, designate any shift on the current schedule as an “incentive shift.” “Eligible employees” who volunteer for and work a designated “incentive shift” will receive an extra shift incentive of double time (2x) for all hours worked within that designated shift.  “Eligible employees” are:

· Regular full-time technical employees who have worked in excess of their FTE pointage for the pay period.
· Regular part-time technical employees who have worked in excess of their FTE pointage for the pay period.
· Contingency/PRN technical employees who have worked in excess of two (2) full shifts of at least eight (8) hours in length each in a work week.

To qualify for incentive pay, the technical employee also must not have any absences during that pay period.

B.	Short notice shifts – those shifts due to sick call, emergency, or other unforeseen circumstance that are voluntarily picked up with less than two (2) weeks’ notice after the final schedule is posted – will be made available to eligible employees to work as incentive shifts.
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