
NOTE TO UN ION : The fol lowi ng Gu ide l i nes o re a draft on ly an d are p rovided to the Un ion for
the pu rposes of p rovid i ng not i ce to the Un ion of the Emp loyer' s i n tent to change its pract i ce i n
respect of schedu l i ng . Managemen t reserves the right to mod i fy, add to, remove or amend lhe
Gu ide l i nes , a t i ts sole d i sc ret i on , i n accordance with i ts managemen t r i gh ts .

RETAI L D IVIS ION

CASUAL EMPLOYEE SCHEDULING & AVAI LAB IL ITY GU IDELINES

1 ) General Schedul i ng Gu idel i nes :

a) Sh ifts are to be determ ined by store hou rs , opera tional needs , c u stomer trends, etc . Th i s
i n c l udes the need for over l app i ng sh ifts . Ava i lab i l i ly shou ld not be a factor when
dete rm in i ng sh i fts .

b) Where sh ifts are of the same leng th , ass ignment should be determ ined by such factors as
store opera t iona l needs , qual i fical ions, the ava i labi l ity of emp loyees, and fa i rness (e . g .
rotat i on) .

c ) When schedul i ng , hou rs of work are assi gned by sen io r ity, wi th i n documented ava i lab i l i ty,
provided the employee i s qua l i fied ( F LS, fi rst a id cert i fi ed , acti ng for Store Manager, etc. ) ,
and provided no overt i me i s i ncu r red , as ou t l i ned i n Artic l e 3 1 . 7 and the Memorandum of
Ag reement - "Al locat ion of Add i ti ona l Hou rs . "

d) After the schedule has been posted , un fo reseen work must be handled as per the te rms of
Art ic l e 50 - "Un foreseen Work a t Stores . " Work shou ld on ly be offe red with i n the
employee' s stated and approved avai l abi l ity .

e) The next step fo r staffing should be to fol low the provi s i ons of Art i c le 5 ! - "Cal l I n of PPT
and/or Casua l Employees F rom Other Sto res . "

2 ) Casual Ava i l abi l ity:

a) Min i mum Ava i lab i l i ty

i ) Casual employees are expected to be ava i l able for work on F r iday even i ngs and
Satu rdays . Th i s expectat i on may vary from store to store, based on store hou rs ,

i i ) Casual employees wi th a sen io rity date of five (5) years o r g reate r have the opt ion o f
chang ing thei r ava i lab i l ity to work ei ther F riday even i ngs Sa turdays .

b) Ava i l abi l i ty Changes

i ) Casua l employees shal l be perm i lted a maxi m um of th ree 13 ) approved ava i l ab i l i ty
changes pe r calendar yea r, provided thai the emp loyee con t i n ues to be ava i lab le i n
accordance w ith paragraphs 2 (a ) ( i ) and ( i i ) , above , as appl i cable . Approval fo r



s uch changes sha l l not be un reasonably wi thhe ld . However, i t i s understood that
approva l may be den ied if i t d i srupts the Employer' s operat ions .

i l l Requests fo r changes i n casua l avai labi l ity must be subm i tted to the Sto re Manager on
the attached fo rm . Once comp leted , s i gned and approved by the Distr i c t Manager,
cop ies must be placed in lhe employee's Di str ict Office fi le and forwarded to the
employee, Store Manager (for the store fi le) , and Human Resources .

i i i ) Requests fo r changes i n availab i l ity must be subm i tted , i n accordance with pa rag raph
2 (b) ( i i ) , above, at lea st one ( 1 ) ca l endar mon th p r ior to l he effective date of the
change. Where a request for a change i n ava i lab i l ity i s subm i tted l es s than one ( 1 )
calenda r month i n advance of the effective date of change , the request may sti l l be
cons ide red , p rovided the reason fo r the request was not reasonably foreseeable .

3) Requests for Time Off & Vacation :

a) Requests for ti me off from documented ava i lab i l i ty of less than one ( 1 ) week durat ion w i l l
be cons ide red as sho rt notice schedule changes . Th is l i me off wil l no be conside red as
vacation unde r arti c le 3 1 . 2 (c) of the co l lective agreement .

b) Requests fo r t ime o ff from documented ava i labi l ity belween one ( 1 ) week and Ih ree (3)
weeks du ration wi l l be treated as a vacat ion request as per a r l ide 3 1 . 2 (c) of the
Col lect ive Agreement .

c) Requests for ti me off and vacation m ust be i n writ i ng . The request m ust spec i fy the t i me off
requested and the reason for the request . The request s hal l be provided to the Store
Manage r as soon as poss ible .

d) When cons i der i ng requests fo r ti me off or vacation , Slo re Managers may cons ider the
fol l owi ng :

� the spec i f i c t i me off requested ;
� the i mpact on opera tions , sta lfi ng and schedu l i ng , i ncl ud i ng the ava i l ab i l i ty of

qua l i f i ed casua l employees;
� othe r requests a l ready approved or under cons iderat ion ;
° the reason for the request;
� the amoun t of advance not i ce g iven ; and

� the support i ng doc umentat i on p rovi ded (eg . exam scheduJe , etc . ) .

e ) Where a request fo r t i me off or vacat ion i s deni ed , the reasons shou ld be spec i fied , eg .
operat i onal needs , i nabi l i ty to f i nd qua l i fi ed replacemen t , etc .

4) Leaves of Absence :

Requests fo r ti me off from documented ava i l abi l ity g reate r than th ree (3 ) weeks dural ion sha l l
be treated as requests fo r a l eave of absence wi thout pay . Such requests must be made one



( I ) mon th i n advance . I f s uch a leave i s approved , i t i s u nde rstood that the casua l employee i s
not el i g i b le for work for the en ti re leave of absence pe ri od tha t has been granted , and sha l l not
be schedu l ed .

5 ) Human R i ,cl hts Requests

Requests for t ime off or l i m ited ava i l ab i l i ty for the pu rposes of accommoda t ion pursuant to t he
Ontario Human Righ/s Cade, sha l l be conside red and granted on an i nd iv idua l bas i s . Noth i ng
i n th i s Guide l i ne sha l l be cons idered as preventi ng or l i m i t i ng the Employer' s ab i l ity to
accommodate such requests .

6) Unava i lab i l ity:

a) I f a casua t employee i s unava i l able for a pe riod of th ree (3 ) mon th s or more, excl us i ve of
any approved leave of absence , h i s or her employmen t wi l t be deemed te rm inated, as pe r
art ic le 3 1 . 5 (b) of the Col l ect ive Agreement .

b) I f a casua l employee fa i ls to report to work after h i s/he r request for ti me off i s den ied o r
h i s/her request to change ava i labi l ity i s den ied, the emp loyee may be sub ject to
d i sc i p l i na ry act ion , up to and i ncl udi ng te rm i nat i on .


