Madawaska Valley Association for Community Living

The Scheduling Process

The following information outlines the scheduling process utilized at MVACL:

· On the 10th day of each month (or the first business day before when the 10th falls on a weekend) an Available Shift Posting  will be circulated to each house and will also be posted on the Website. This will indicate all available  shifts for the upcoming time period.  Requests for time off and vacancies for the upcoming time period which are received before the 10th of the month will be listed.  These shifts require coverage and are available.

· Staff may call the Houses, the Admin. Office or visit our Website to get a list of available shifts.  Staff will complete the Offer to Cover Shift Form (found on our Website or available at each house).  Staff may submit this form on a coworker’s behalf.   Staff have until the 14th day of the month at 12 noon (or the first business day before when the 14 falls on a weekend) to review the posting and submit their Offer to Cover.  The form can be faxed: 613-756-0616, Email: info@mvacl.ca or dropped off at the Admin Office.
· Staff will list the shifts they want to cover in order of preference.  It is understood that staff may get all, some or none of the shifts they are requesting.  If there are three shifts on the one calendar day, staff may select all three in order of preference in order that they may get one.
· As per the collective agreement the lists received will be reviewed, and the requests awarded in order of seniority.  Any shifts not covered at this point will be offered to casual staff. 
· On the 15th day of each month (or the first business day following if the 15 falls on a weekend) the final schedule will be posted.  Once your name is posted on the schedule it is YOUR shift.  
· All Staff will review COM VIDA (final schedule) and make note of their scheduled shifts.

Short-notice Requests for Time Off

If you have committed to a shift and later need it off, you have the following options:

1. You can arrange to swap the shift with another staff.

2. You can drop your shift and ask any part-time or casual staff to cover for you.

· The appropriate Request to Swap or Drop form must be completed.  
· A manager must pre-approve all schedule changes.

· Staff with advance notice of 16.03 requests are asked to attempt to cover these as outlined above.

Emergency Scheduling/ Calling in Sick

In the event of illness, bereavement or other emergencies which make you unavailable for your shift, contact the Human Resource Department during business hours (8:30-4:30). If the HR Department is unavailable during business hours please speak with your manager.

Please note that in the event of bad weather it is the responsibility of the staff to cover his/her own shift. Please notify the HR Department and submit your swap/drop form to the office.
Staff calling in after business hours will notify Full Time staff on duty of illness or absence before 9pm or after 7:30am.  An answering machine message is not sufficient.  You must speak directly with someone.
When possible try to report your absence to the HR Department or your manager.  If you need to report to a Full-Time staff you may be required to produce a doctor’s note.  
· On Mon.-  Fri. 4:30pm – 9pm, contact Murray Dr., Pinecrest, Queen St. or Inglis,  to speak with F.T staff on duty. 

· On Saturday or Sunday, 7:45am – 5:45pm, contact Liberty House, Sandhill Dr. or Killaloe to speak with the Full-Time staff.

Every time you call in to request coverage for your shift you will be asked the following questions, as outlined in our collective agreement (17.03)

i) reason for absence?

ii) expected date of return to work?

iii) phone number where the worker may be contacted or a message left while absent from work?
iv) any plans or particular duties for the shift to be covered?
Full-time staff will schedule coverage and then leave a message on the phone of the manager at the home where the schedule change is happening.  They will also submit the answers to the above questions first thing the next morning. Overtime must be approved by a manager.
 If there is no one available for coverage, the F.T staff will notify the staff member working the previous shift that s/he is required to stay until coverage can be arranged.

Every effort will be made to refrain from calling employees between 10:00 pm and 7:30 am.

If you are scheduled to work at 7:30 and become ill between 9:00pm and 7:30am:

· Phone the house you are scheduled to work in at 7:30 am.
· Inform the night staff that they will have to stay until coverage is obtained. 

· At 7:30am the overnight staff will contact Pinecrest, Queen, Murray Dr., Sandhill, Inglis, Killaloe or Liberty House and the Full-Time staff will try to arrange coverage. 

· If they are unsuccessful, they will contact the Human Resource Department at 8:30am whom will resume trying to cover the shift.

PLEASE PLACE THIS INFORMATION SHEET IN YOUR DAYTIMER FOR EASY REFERENCE.
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