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(A) Policy Statement

Each House Supervisor (HS) will self-schedule in advance utilizing the API program. The self-schedule is
posted monthly online and is accessible to all.

It is expected that all HS and office staff follow the posted schedule. The HSs shall be notified of posted
schedule changes with as much advance notice as possible. Should the HS become sick on the job, they must
verbally notify their immediate supervisor so that coverage can be arranged.

(B) Purpose of Policy

To provide guidelines for posting changes of time schedules and notification process should illness or
emergency occur.

(C) Procedure

1.  Work schedules showing the employees’ shift, scheduled workdays, and scheduled days off, will be posted
in the Nursing Service Office (NSO) section of the HS book. In addition, this information will be recorded
in APL

2. The posted schedule will be for the current month.

3. The self-schedule for the following month will be pulled, printed, and posted in the NSO section of the HS
book on the 15™ of every month.

4.  An employee may request changes to the posted schedule to the Nursing Director or designee. Such
changes will be based on the operational needs of the institution.

5. After a schedule has been posted, it is the employee’s responsibility to find coverage for their requested
time off, pending prior approval from the Nursing Director or designee. All time changes will be made by
the Nursing Director or designee.
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