[image: image1.jpg]



Strathcona Hotel
 Policy and Procedures
Policy:


Shift Availability and Scheduling of shift
Effective Date:
September 17, 2007
Revised:

September 11, 2014
Effective:

Sunday September 21, 2014

This policy is to ensure fairness in creating the most efficient schedule while at the same time meeting our business needs. 
1) AVAILABILITY STUDENT

If you are a full time student you must be available to work a minimum of 2 shifts per week during the school year. It is mandatory for all students to be available to work Friday evening Saturdays and Sundays. You are required to give us 4day/nights that you are available to work including the weekends. 

During school breaks we expect our ‘student’ staff to give us new availability and be available to work up to 4 shifts per week.

2) AVAILABILITY NON STUDENT

If you are a not a full time student you must be available to work up to 5 shifts per week and you must be available to work Friday, Saturday and Sundays. If you are working a second job the Strathcona will try to accommodate but cannot guarantee a set schedule.
3) SCHEDULING

The Strathcona Hotel cannot guarantee any specific shift to anyone. Employees with full availability will be scheduled with priority and all employees with limited availability will be scheduled to any un-filled shift. Shift availability, capability and best fit overall are the main factors when scheduling for our bars, table sections and for special events.
4)HOLIDAYS

During holidays like Christmas, New Years, Easter, Canada Day, Labor Day and Thanksgiving and/or other special days like St. Patrick’s Day we cannot guarantee that you will not be scheduled to work regardless of your availability. These are high volume days all staff must be available to work. 

Special circumstance will be reviewed on an individual basis. If needed new availability sheets should be forwarded to AJ.
