
Pro Forma.Guidelines
According to the SAHO/SEIU Collective Agreement, employees have an opportuni& to submit
revised Pro-f:arms quader]y, please refer to Article t ].] O c) iv} for additional detclils. The information
provided will be used to offer and assign additional work for the three week posted and coDEr:ned
period plus the four week provisional scheduling period.

Guidelines for Acceptance of Completed Pro-Forma's

PRC)-FORMA CALL-ii{ WORK A\rA}LA.BILL'H ' FERMI

Bali?4E: HOK4B DEPARm4BNT:

HORDE I'H ONE: isinoN(s) BELO:

Sane Dav C:a8-1a

B B#llmbcr ofBy in 8 Row

Employee: Must complete: Name, Home Department. Phone #s:(Up to 2), Posl6ons Held. There must be clear

infomabon which department his proforma i$ for.
Manager: VeriW: that EE has completed and that infoma8on provided }s accurate.

} am an?doable $nr a&$tioua} work based on 6e following:

This information detennines which shifts are assigned andfor oHered to EE'$

DAYS, EVENINGS, NIGHTS
Employee: Must chok Days and/or Evening and/or Nights if hey Wsh to be scheduled or cared.& oKered addiHorlal
work a} those fines.

Manager: Ensure EE has checked each Shift Class that they wish to be culled for, if EE selects a 'Day ' shH class that
means hat hey are avdlable for ail day shies in he: work plan. If EE has noi $cked "Evening ' shin crass as avdiable
then Scheduling Dept. will not schedule or call for any shes in he evening ciasHcalon ofshiEs.

$TA7UTQRY HOLIDAYS

gmoby%: !i fE died;s, they are available to be scheduled or altered addiHand work on StatutoW Holidays. If you
:i%ed{ Sa8{a? !4 F bui gc !ia clted{ iifs4ei©s ai:d be Siaiuioiy Holiday falls or} {he weekend, you will be

Hbeduie8 i! $ auto? holiday {H $oE fin\inekm8-
B !!$g : gg 4 1198ediavdz#Bi#$ gg !115i sf ; k$a&ed8:ggwtl$!e$e4$:b $ iEs8gg

g pbF : :fEg ainmk$, !he? 8e evggb © wcg s$g&eg:ds Bf ©g Eii4i%ag #B$.
8 g ; liEEec=wid%Kg:@eegelids:$ y # # aglged8s:giie8shgfk 8 n 8i !8qK gg 8g
neildayia awe@@d: 3N\ifEW@gibam: !d g z bFcmeDask.

g+gF£uaBg C8da}3£=s $e9 !: 1% 2 !: ?811



/'

SAME D;N CALL-IN .. . . . ..

K$1111:)1 ' gl)IZlliHH iiUgH l! .'."..*":""
Em-lo-eeO \MH }FTS IN A ROW: of shes hat they agree to work in a row (unHI mixed in hours/days).

-anager if EE does not check anything hey are avaHable to be scheduledto a maximum of 14 consecutive days. I
would adobe hat Managers should ensure hat employees must complete this secHon.

12 HOUR SHIFTS

Employees WUI check if hey wish to be ofbred/aligned 12 hourshifts. . . .....
Manager: if EE does not check 12 hour shifts and they work in a 12 hour unit they wul noi oe caieumsiytieu lzl iuul
shifts

8 HOUR SHIFTS

Employee:WHlcheckif theywishtobeoffered/assigned8hourshifts. .. -- '' " -r.--:- --n -....
Manager: if EE does not check 8 hour shifts and they work in an 8 hour unit mey wn not De canes/abblyl ieu OI luul
shifts

LESS THAN 8 HOUR SHIFTS ish to be offered/assigned < 8 hour shifts. If not checked will not calUassign less than 8

Manager if EE does nof check "<8 Hr ' hey MI/ nof be called for any shifts of less than 8 hahn in length.

Ntumbu' o.shouts30 to 6QN!.ms tbm 36

) os.q.For 'Fhe P

Ele\en aad oue-half (}! %) HoursEight (8) noun

FOR THE PURPOSE OF INFORMING THE SCHEDULER OF HOURS OF NOTICE REQUIRED

Employee Will check appropriate Hme requked tf they need speciHc RoUGe.

Manager: Will note

FOR THE PURPa$E OF !HFORMING THE SCHEDULER OF THE HOURS OF REST REQUIRED

£m9 ojfes: EE si: ads ! 1% tnuis of rst hey wHlours between shins. igned for shifts that have 8 hours in between
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I am no€ available nor addidoaa! work accafdhg to he $olioxN6ng devils:

I AM NOT AVAILABLE FOR ADDITIONAL WORK ACCORDING TO THE FOLLOWING DETAILS

This infornlatian fs key for employees/schedulers/managers as this information will determine which shifts are
assigned to EE's in the provisional scheduling period.

Please identify any period of unavailability for anytime. If submitting a revised Pro-Forma, please include any
future periods of unavailability even if identiHed in a previous Profarma.

Ernployee= Will give short. clear. concise and reasonable Instructions for shifts they are not available for. This
lafematicn will be in e#mt until another Pro-bmla is submitted.

Manager: f.manager must review whether Pro-forma is acceptable as relaHng to operational requirements of the

department. If unsure of acceptable details, contact LR. If EE attaches an additienai Mmi ot:deign i ra anon 1{ is
important to note that amir availability may be !a'a- comFllcde4 for SScn o!!aw md n=y s;h;} chill rU - ni!'iFnc?
=hedul! g he s te cn ewnlngs/weegwd$.

E F! s8 ignB:d $ea i kBge:
> 'Ndav3i1 51eul't:cdaFsorF@av n iM y }l duebhad F rK
> Hc elg) nspni$

f:aa tg ;isrihsens#:ihc4 i :ii F4.7, 1Cmd12'.
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pl 2's aE fl U b # ando#g$ilshi{8a'.Kfewine€aFpilc.g5iaia eniC5A)

> Ne s8©s dying egtnig i

Are yolnw lldng part.dme oi relief shifts in aaotha departlnen#fadliW/agenc)a '

Yes

.If }es. xx.hwe?

No

Any seaFlnember who xvorks in osha departTnenB sbodd pra'vide schedules or hows ofxx'orkto all applic:ble
departlneafs to ensure Article !3.01 is adhered to.
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ARE YOU WORKING Pn OR RELIEF SHIFTS tN ANOTHER DEPT/FAC/AGENCY

Employee: Completes the pad time/casual posiHons that they woM in. Any EE who work in other departments must
provide schedules to applicable departments for assist with assigning shifts in he Provisional Scheduling Period
Manager Note. Further. if an employee holds a position outside of the employment of he Region, this should be
reheated in the unavailability secBon of he pro iowa

Uraiver of wwkend premium (Article 1 3. !6 and Article 13.02 v) Home Care)

WAIVER OF VmEKEND PREMIUM

Employee: Must check Yes or No. If yes, Employee agrees to waive the overHme premium and work weekends at
ngular tAe. If no, hey would be paid at overHmerates of pay for working their 3'o mnsecuWe weekend.
Managers The pro-forma should not be accepted unless he employee selects one of the two options.
Nate. This secHon applies only to Article 13.16 and Adcle 13.02 v). It does DQ! apply to Angle 13.15. All employees
receive weekend payment under Article 13.15.

Are you cuirentiy on education LO.A. state?

Employee Must complete Yes or No
has checked Yes or NoManager: EDsyle {he

Emplal'ee Slgnamn

u: Person.}ne} Record

Date

For Quite Use On!?:

until considered acmptable.
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