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[bookmark: __RefHeading___Toc373627607]Staff Shifts

	Shift
	Hours
	Coffee Breaks
	Lunch Break

	Day Shift
	7:00 a.m. to 3:15 p.m. OR 7:30 a.m. to 3:45 p.m. OR 7:45 a.m. to 4:00 p.m. OR 8:00 a.m. to 4:15 p.m.
	20 minutes taken between 9:00 a.m. and 10:30 a.m.
+
20 minutes taken between 2:00 p.m. and 3:00 p.m.
	45 minutes taken at 12:00 p.m. or 1:00 p.m.

	Late Shift
	10 a.m. to 6 p.m. 
	20 minutes taken between 10:30 a.m. and 11:30 a.m.
	45 minutes taken at 12:00 p.m. or 1:00 p.m.

	Afternoon Shift
	1:00 p.m. to 9;00 p.m.
	
	30 minutes taken between 

	Evening Shift
	3:00 p.m. to 11;00 p.m. OR 3:30 p.m. to 11:30 p.m.
	
	30 minutes taken between

	Evening Technician Shift
	4:00 p.m. to 12:00 p.m.
	
	30 minutes taken between

	Night Shift
	11:00 p.m. to 7:00 a.m.
	
	30 minutes taken between

	Weekend Day Shift
	8:00 a.m. to 4:00 p.m.
	20 minutes taken between 9:00 a.m. and 10:30 a.m.
+
20 minutes taken between 2:00 p.m. and 3:00 p.m.
	30 minutes taken at 12:00 p.m. or 1:00 p.m.

	Weekend Late Shift
	10 a.m. to 6 p.m. 
	20 minutes taken between 9:00 a.m. and 10:30 a.m.
+
20 minutes taken between 2:00 p.m. and 3:00 p.m.
	30 minutes taken at 12:00 p.m. or 1:00 p.m.




[bookmark: __RefHeading___Toc373627608]Vacation/Float Day/Unpaid Leave/Lieu Day/Union Leave Application Procedure 

1. Fill Form Time Off Request Form QPEMI05007b
2. Submit filled form to Report Controller or Lab secretary.
3. Charge technologists will review request once every Tuesday*.
4. Signed request form will be returned to the requester.
5. Accepted request will be entered into the staff schedule

* In case, of emergency when a day off is needed before the next Tuesday, the request form can be submitted to the Charge technologist. At other times, requests will only be reviewed on Tuesdays.
[bookmark: __RefHeading___Toc373627609]Summer Vacation Application for Microbiology Technicians and Technologists Procedure

[bookmark: __RefHeading___Toc373627610]Summer Vacation Application by invoking Union Seniority:

Summer vacation period is defined per OPSEU collective agreement as Monday on or immediately after May 15 to Sunday on or immediately before September 15. Only 16% of technologists (including all general duty, senior and charge technologists) are allowed on vacation leave per week during this time. Only 2 technicians per week are allowed on vacation leave, except the week immediately after a statutory holiday where only 1 technician is allowed. 

Application Procedure:

1. Fill Time Off Request Form QPEMI05007b and submit application to the Supervisor by February 15 of each year for the summer vacation of that year.
2. Vacation weeks applied during this period have to be applied as one full week (Monday to Friday) vacation each time.
3. Staff is encouraged to submit their applications starting January 1.
4. All applications will be entered into a spreadsheet and posted on the Bench Notes file of each area. (See Prime Time Vacation Template QPEMI05007c). 
5. Staff with low seniority should check for availability of the desired week before submitting an application.
6. Applications received by February 15 will be replied by March 15.
7. Vacations will be granted in order of union seniority until the allowed number is filled for each week.
8. Each technician or technologist have an allowable maximum of 2 weeks determined by seniority during this period.

[bookmark: __RefHeading___Toc373627611]Summer Vacation Application after Union Seniority has been applied:

Seven working days after March 15 of each year, applications for additional summer vacation days (over the 2 weeks limit per person) can be submitted and considered on a first come first serve basis.

Application Procedure:

1. Fill  Time Off Request Form QPEMI05007b
2. The first request form will be accepted at the office of the supervisor at 8 a.m. on the nearest Wednesday of 7 working days after March 15. Such date will be predetermined and announced at the Staff meeting.
3. All applications must be submitted to the supervisor in person. 
4. Anyone that is away and wish to submit application can ask another staff member to submit the application but only one form per person at one time is allowed.
5. All applications will be time stamped as they arrived. Any applications arriving at the same time will be numbers in the order it arrives.
6. Vacations days will be granted on a first come first serve basis until the maximum number of allowable staff off is filled (16% of technologists and 2 technicians (except after statutory holidays) per week).
7. Granted vacations will be posted on the Bench Notes file of each area. (See Prime Time Vacation Template QPEMI05007c).
[bookmark: __RefHeading___Toc373627612]Christmas/New Year’s Vacation Application for Microbiology Technicians and Technologists Procedure

[bookmark: __RefHeading___Toc373627613]Chrstmas/New/Year’s Vacation Application by Union Seniority:

Christmas/New Year’s vacation period is defined per OPSEU collective agreement as Monday on or immediately after December 22 to Sunday on or immediately before January 2. Only 16% of technologists (including all general duty, senior and charge technologists) are allowed on vacation leave per week during this time. Only 1 technician per week is allowed on vacation leave. Vacations during this period are allowed once every 4 years. See Xmas and New year Vacation History . If more that the allowable number of applications is received, they will be granted first by the number of times vacation had in the past 3 years and if all equal, they are granted by seniority. 

Application Procedure:

1. Fill Time Off Request Form QPEMI05007b and submit application to the Supervisor by February 15 of each year for the summer vacation of that year.
2. Vacation weeks applied during this period have to be applied as one full week (Monday to Friday) vacation each time.
3. Staff is encouraged to submit their applications starting January 1.
4. All applications will be entered into a spreadsheet and posted on the Bench Notes file of each area. (See Prime Time Vacation Template QPEMI05007c). 
5. Staff with low seniority should check for availability of the desired week before submitting an application.
6. Applications received by February 15 will be granted by March 15.
7. Vacations will be granted in order as stated above until the allowed amount is filled for each week.


[bookmark: __RefHeading___Toc373627614]Christmas/New Year’s Vacation Application after Union Seniority has been applied:

Seven working days after March 15 of each year, applications for more Christmas/New Year’s vacation days (allowable amount is not filled) can be applied and granted on a first come first serve basis.

Application Procedure:

1. Fill Time Off Request Form QPEMI05007b
2. The first form will be received at the office of the supervisor at 8 a.m. on the nearest Wednesday of 7 working days after March 15. Such date will be predetermined and announced at the Staff meeting.
3. All applications must be given to the supervisor in person. 
4. Anyone that is away and wish to submit application can ask another staff member to submit the application but only one form per person at one time is allowed.
5. All applications will be time stamped as they arrived. Any applications arriving at the same time will be numbers in the order it arrives.
6. Vacations days will be granted on a first come first serve basis until the maximum number of allowable staff off is filled (16% of technologists and 1 technician per week).
7. Granted vacations will be posted on the Bench Notes file of each area. (See Prime Time Vacation Template QPEMI05007c).
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During the Annual Microbiology Christmas Staff Party a number of staff is required to provide coverage in the laboratory.

The numbers of staff required for coverage are as follows:
	Section
	Technicians
	Technologists

	Bacteriology Planting
	2
	

	Bacteriology – Gram and Blood Cultures
	
	3

	Serology Accessioning, Processing
	1
	

	CMV PCR
	
	1

	Virology/Serology – needle stick, MPX, Evolis, Flu PCR, PCP etc.
	
	2



All staff above will have an alternate day-off (not between Christmas and New Year’s) and a free lunch.

Procedure for selecting staff for coverage:

1. Charge technologist will send e-mail through the Lab Information System to recruit volunteers between the last week of November to the first week of December.
 
2. If there are too few or too many volunteers, a draw will be conducted in the staff meeting. Names of all staff except the ones covering the previous year will be included in the draw.

Duties and Shift Changes on the day of the party:

Shift Changes on the day of the party:
	Shift
	Change
	After Party

	7:00/7:30/7:45/8 a.m. Shift
	7:30 a.m. to 1 p.m. → Party
	

	10 a.m. to 6 p.m. Shift
	7:30 a.m. to 1 p.m. → Party
	

	1 p.m. to 9 p.m. Shift
	Go to the party at 1 p.m.
	Return to work after the party

	3;00/3:30 p.m. to 11:00/11:30 p.m. Shift
	Go to the party at 1 p.m.
	Return to work after the party

	4 p.m. to 12 p.m. Shift
	Go to the party at 1 p.m.
	Return to work after the party

	11:00 p.m. to 7:00 a.m. Shift
	Go to the party at 1 p.m.
	Return home after the party and go to work at 11;00 p.m.

	TGLN on-call for that evening of the party
	start on-call from 1 pm - for TGLN + stat virology/serology (if the volunteer is not able to virology/serology)
	Continue on-call



Note: Staff scheduled to be off or on vacation are welcomed to attend the party and the schedule time off will not be shifted. 

Duties for staff coverage during the party:

	Technologist
	Shift
	Bench

	Technologist 1
	From 1 pm to 4 pm (may require to stay after 4 pm as overtime to complete testing) 
	CMV PCR

	Technologist 2 & 3
	From 1 pm to 4 pm (may require to stay after 4 pm as overtime to complete testing)
	Virology Architect, finish MPX, Evolis, Flu PCR

	Technologist 4
	From 1 pm to 4 pm (may require to stay after 4 pm as overtime until relief arrives)
	Blood Cultures

	Technologist 5
	From 1 pm to 4 pm
	Gram, MRSA

	Technologist 6
	From 1 pm to 4 pm
	Gram, Planting

	
	
	

	Technician
	Shift
	Bench

	Technician 1
	From 1 pm
	Planting and Accessioning; Serology if needed

	Technician 2
	From 1 pm
	Planting and Accessioning

	Technician 3
	From 1 pm
	Planting and Accessioning



STAT Holiday Work Request Form

[bookmark: __RefHeading___Toc373627617]Procedure for Overtime Assignment

Overtime will be assigned in accordance to the Collective Agreement between OPSEU and Mount Sinai Hospital Article L5 when there is a need for the department to cover the workload. 

If extra time is needed to complete a task over the 7.5 hours of a working day, obtain permission from the Charge Technologist or Designated Senior prior to the overtime work.

If there is a need of the department to obtain extra staff over the regular rotation:
· Charge Technologist will send out a message to all staff, through the Lab Information System, to recruit volunteer(s). 
· The overtime work will be granted to volunteer on a first come first serve basis. 
· A log is kept for all overtime hours.
· If more that the required staff volunteers, the overtime will be granted to the person that has the least of overtime hours in the overtime history log. If all conditions are equal, by seniority.

Documentation of overtime hours – MSH Overtime Form must be completed in full for payroll entry.
[bookmark: __RefHeading___Toc373627618]Technologist On call Standby and Call back

On-call system is set up for TGLN and any STAT testing authorized by the on-call medical microbiologist.

Monthly On-Call schedule will be posted for the on-call technologist group using the on-call template QPEMI05007f.

Standby
Hours for on-call when not working for the day:
Saturday 3:00 pm to Sunday 8:00 am
Sunday 3:00 pm to Monday 8:00 am 
Statutory Holiday: 3:00 pm to Next day 8:00 am 

Hours for on-call when working in the lab for the day:
Saturday 4:00 pm to Sunday 8:00 am
Sunday 4:00 pm to Monday 8:00 am 
Statutory Holiday: 4:00 pm to Next day 8:00 am 

Call Back
As per OPSEU Collective Agreement Article 17.03:
“An employee, who is called to work after leaving the hospital premises and outside of his regular scheduled hours, shall be paid a minimum of no less that four (4) hours pay at time and one-half (11/2) his regular straight time hourly rate for work performed on each call-in.

In the event that the four hour periods for successive call-ins overlap, however, the employee will not be entitled to more than time and one-half his regular straight time hourly rate in respect to the period(s) of overlap.

In the event that such four hour period overlaps and extends into his regular shift, he will receive the four hour guarantee payment at the time and one-half and his regular hourly rate for the remaining of hours of his regular shift. The reference to leaving the hospital premises referred to above will not be applicable where an employee remains in the hospital on Standby arrangement with the hospital.”

Record all call back information on Call Back Form QEPMI5007g 
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