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Proc. #4840-G-419

TITLE:  Limited Service Staffing in the Laboratory
PRINCIPLE: 

Guidelines for the use of non-budgeted employees to aid in the staffing needs of the laboratory.  
Definitions:

Limited Service staff is employees of Rush Copley who do not have budgeted hours, and are not given or guaranteed routine hours during a pay period.  This means they can be used as needed to help cover open shifts during high census, for vacation and holiday coverage, coverage needed because of leaves of absence, or any circumstance where additional staffing might be required.  
Budgeted Staff are staffs who are guaranteed certain hours by definition of their job classification.   
Full time – minimum of 36 hours per week

Part time - minimum of 20 hours per week

Restricted Part time - Minimum of 500 hours per year and is eligible for seniority, but not eligible for benefits
Limited Service – works less than 500 hours per year and is not eligible for benefits or seniority.  
Laboratory Guidelines:
Available to work a minimum of 8 hours per pay period, when laboratory management deems that additional staff coverage is needed.  
Availability can include weekends, holidays, second and third shift as staffing demands. 

Your availability will be given to the lab manager by the first of each month, for that month.  

Limited Service staff will be asked to cover one Holiday per year.   Holiday is defined as: New Years, Memorial Day, and July 4th, Labor Day, Thanksgiving and Christmas.  
Limited Service is a non-benefit eligible position; therefore vacation time is not given, and must be considered by the employee when submitting their monthly availability, while still keeping within the 8 hours per pay period availability guideline.   Requests for time off will be submitted to the lab manager prior to the time being taken.  
Full and part time staff will be used to fill positions first, up to their regular budgeted hours and then limited service and restricted part time staff will be scheduled based on their availability.  We do not guarantee limited service or restricted part time staff any hours within a pay period.  
Available hours will be fairly distributed amongst staff beginning with:
· Limited Service and Restricted part time will be given the opportunity to work 8 hours per pay period minimally.  

· Part time staff will be given the opportunity to work additional hours over budget

· Full time staff will be given the opportunity to work additional hours as overtime.  
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