[image: image1.png]



Facilities Department

Assignment of Vacations – Union Personnel

Objective
The objective is to balance the number of employees off on any given week so FMD can adequately provide the services that are required of our department on a year round basis.  

Determination of Vacation Period (Article VII, Section 1) Labor Agreement
In general, it is desirable that employees take their vacations in consecutive days or weeks.  However, vacations of longer than two weeks shall be scheduled and split if necessary, so as not to operate to the disadvantage of those eligible to a vacation of not more than two weeks.  Department Management shall decide when vacations are to be arranged on a split schedule.  

Assignment of Vacations 
Vacation selections of two weeks or more (consecutive or non-consecutive weeks) will be made within the department’s titled groups based on company seniority. 
All other selections will be on a rotational basis after full week vacations have been awarded. The number of employees within each title group (listed in the chart below) permitted to be off on the same day has been developed in order to ensure that departmental operations are not interrupted and that vacations will be spread as evenly as possible.

Vacations of less than one (1) week are permitted and may be selected after all department full weeks are assigned.  Selection of vacations of less than one (1) week will only be permitted during those days or weeks where the maximum allowable number of employees taking time off within each title group has not been assigned.

A FMD vacation selection sheet will be distributed in January of each year and the completed form is due by February 28, 2018.  Any employee returning their selection sheet after February 23, 2018 will no longer have seniority in the vacation selection process and may not receive approval for their vacation request.  

Effective November 30, 2017, the following is the maximum allowable number of employees to be scheduled off on any one day:

	TITLE
	NUMBER

	All Mechanics; including Foremen and Maintenance Leaders (All Shifts) 
	3

	All Custodians (All Shifts)
	1

	All Clerks
	1


If personnel levels increase in any of the above department titled groups, the guidelines for the number of personnel permitted to be off may change to reflect the increase.

Furthermore, work conditions permitting and at the supervisors’ discretion, more personnel may be scheduled off where feasible.
Carryover

Employees must designate the number of vacation days (not to exceed 5) that he or she intends to carry over to the following year at the time that the vacation for the year is scheduled in the department (Corporate Vacation Policy #013-3).

Vacation Scheduling
All full week vacations must be scheduled within a Monday through Friday workweek, except for employees who work a non-Monday to Friday work week.  Those employees will schedule vacation to correspond with their work schedule.  Full week vacation requests supersede single day vacation requests. 
Once vacation periods are selected, there will be no changes or deviations without a written request submitted and approved by signature from a Facilities Department supervisor.  The signature of the supervisor is final; no other approvals will be accepted.

Cancellation of Time Off
A FMD Supervisor or Manager must be given at least 24 hours’ notice of any cancellation of scheduled vacation or administrative leave days.  If you come in on a day that you are scheduled off – vacation or administrative leave days and have not provided the required department notice, you will be sent home and charged for what you had requested.

Unplanned Time Off
If you suddenly find that you will be unable to report to your assigned work location at your starting time because of illness or some other emergency, you MUST call the Facilities Department Absence Hotline at 215-684-6321 as far in advance of your starting time as possible. When calling the hotline, leave your name, PR # and a detailed message as to why you will not be in.  This number is only to be used for unplanned absences.  Two (2) emergency vacation or administrative leave days will be granted per year (effective date -March 14, 2005).  All planned time off must be submitted to and approved in advance by a Facilities Supervisor or Manager.  

B shift employees must contact a Facilities Department Supervisor to call out sick or if they have an emergency as far in advance of their starting time as possible.
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