PROCEDURE FOR IMPLEMENTING EXTENDED WORKDAY AND EXTENDED WORKWEEK SCHEDULES

BETWEEN THE HSPBA AND HEABC

NOTE: An Extended Workday is any workday in excess of 7.5 hours. An extended Workweek is any workweek in a schedule in excess of 37.5 hours.. 
The procedure to be followed for the implementation of extended workday or extended workweek schedules is:

STEP

ACTION

1.
The request for change of hours of work should originate from the 
employees in an identifiable unit, department, or group.  The employees must sign a Release of Overtime for Modified Hours of Work form (copy attached).

NOTE: For Extended Workdays the signature of all regular full-time and part-time employees who will be working the proposed rotation must be obtained.  For extended workweek schedules, a minimum of two-thirds 2/3) agreement of those who will be working the proposed rotation must be obtained.

2.
The proposed extended workday or workweek schedule is decided jointly by the Employer and Union at the local level.  The Calculation Sheet for Extended Workday/Week Schedule must be completed to ensure the proposed work schedule complies with the collective agreement. (Copies attached.)

NOTE:
  Please use three (3) decimal places in the calculations.
3.
Following agreement with the employer of the proposed work schedule, the facility will send to HEABC (with a photocopy to the Union(s) whose members are captured by the schedule), a covering letter requesting the preparation of a Memorandum of Agreement by HEABC for the proposed work schedule.



This covering letter will be accompanied by the following documents:

(a)
A Release of Overtime for Modified Hours of Work Schedule signed by the employee(s) affected;


(b)
Calculation Sheet for Extended Workday/Week Schedule;


(c)
A sample of the shift schedule for one full rotation with the start and finish 
times of the shifts specified on the rotation.

NOTE:    (a)
All correspondence and documentation submitted to HEABC must be photocopied to the Union.
               (b)
A work schedule will not be approved if, after all adjustments have been made, it has an annual imbalance of more than one extended work shift.
                 (c)  Please note that the calculation sheets are based on 52 weeks, not 52.2 weeks in the average year. This is done for consistency of calculations which are based on 52 weeks in the other Healthcare bargaining units. The number of full-time paid hours in a year is 1957.5 (37.5 X 52.2.) In a 52-week scheduling period this number becomes 1950 (37.5 X 52.) This is a scheduling convenience only and has no impact on wages, benefits, pension or accruals. 
4.
Upon receipt of the request and all documentation from the facility, HEABC will review the application and, if in agreement with the proposed work schedule, will prepare a Memorandum of Agreement to vary the terms of the collective agreement for the department, unit or group requesting the extended workday or extended workweek.  The Memorandum will be submitted to the Union for signature.
5.
Once the Memorandum of Agreement has been signed by both HEABC and the Union, a copy of the signed Memorandum will be sent to the facility by HEABC.  The implementation of the extended workday or extended workweek schedule will be effective upon receipt by the facility of the signed Memorandum of Agreement.

6. If a change in the work schedule is contemplated after a Memorandum of Agreement has been signed, the facility is required to notify HEABC (with a photocopy to the Union) of the intended change.  This notification should be accompanied by a Calculation Sheet for Extended Workday/Week Schedule, a Release of Overtime for Modified Hours of Work form and a copy of the proposed work rotation.  If HEABC and the Union approve of the proposed change, the parties will each notify the facility of their approval.  No change in the work schedule may be implemented until the facility has received the approval of the parties.  If either the Union or HEABC does not agree to the proposed change, the facility will be requested to prepare a different work rotation that is acceptable to both HEABC and the Union.
NOTE:   In the event that the facility or the employees wish to cancel an approved extended workday schedule, thirty (30) days written notice must be served to the other.  HEABC and the Union must also be informed in writing of the cancellation.
RELEASE OF OVERTIME
FOR MODIFIED HOURS OF WORK

We, the undersigned, employed at 
,

wish to participate in a modified hours of work schedule.

The proposed work schedule provides for an:
extended work day
(

extended work week
(
We understand that overtime rates will apply for work in excess of the scheduled daily hours and/or the scheduled weekly hours, both as outlined in the attached rotation.

We further understand that this 
extended work day
(
schedule may be


extended work week
(
discontinued by either party on thirty (30) days’ notice to the other party if either the Union or the employer finds the modified hours of work schedule unsatisfactory.

((For an extended work day schedule, the signature of all full-time and part-time employees affected by the schedule must be included)

(For an extended workweek schedule, the signature of at least 2/3 of the full time and part time employees affected by the schedule must be included)

(Signatures must be in black ink for photocopying purposes)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Date:  


Date:  __________________________________








                          Revised April 2013
CALCULATION SHEET FOR EXTENDED WORKDAY OR WORKWEEK SCHEDULE
 – HEALTH SCIENCE PROFESSIONALS –   
FACILITY:       ______________________________________________________________________________________________________
Department/Unit/Workgroup                  ______________________________________________________________________________________

Work Schedule Statistics:
Number of weeks per rotation  ___________

STEP 1

a.


The number of hours that the contract requires an employee to work per 52-week period

1.   a.               1950    hrs.

b.  MINUS:     

The number of Stats the employee is entitled in one year (12 Stats x 7.5 = 90 hours)

      b.                   90    hrs.

c.  EQUALS:

The total number of hours to be worked in a 52-week period (excluding Stats)                                    c.
            1860    hrs.

STEP 2

a.


The calculation period                        







2.   a.                    52  wks.

b.  DIVIDE BY:

The number of weeks in the rotation







                  b.  ___________

c.  EQUALS:

The number of times the rotation must be worked in a 52 week period



      c.  ___________

STEP 3

The number of hours worked during one rotation
# Shifts

# Hours/Shift



          






i.

x


   =




(use if required if shifts of varying length

ii.

x


   =




are part of the rotation)



iii.

x


   =











iv.

x


   =











v.

x


   =





The total number of hours worked per rotation





   =
3.
___________

STEP 4

a.


The number of rotations that must be worked in a 52-week period (Step 2(c))


4.   a.  ___________

b.  MULTIPLY BY:

The number of hours per rotation per Step 3







      b.  ___________

c.  EQUALS:

The total number of hours an employee is SCHEDULED to work in a 52-week period

      c.  ___________

STEP 5
a.  


The total number of hours to be worked in a 52-week period (excluding Stats--Step 1(c))
           5.   a.
              1860  hrs.
b.  MINUS:

The total number of hours an employee is SCHEDULED to work in a 52-week period (Step 4(c))
      b.  ___________

c.  EQUALS:  *

The difference between the above two totals







      c.  ___________
*    This difference in time can be made up by scheduling the employee to work, or by giving the time off, whichever is appropriate to the calculation.
Any initial imbalance in hours [Step 5(c)] will be dealt with in the following manner (enter your intention):  ________________________________

(Also please explain how the stats will be scheduled--use additional sheets if necessary)
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