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WAREHOUSE OVERTIME GUIDELINES & INTERPRETATATIONS

No employee shall have hours charged if he/she is unavailable due to or not eligible
under the Employment Standards Act regulations.{E.5.A.)

These guidelines and interpretations have been drafted to ensure that overtime is
allotted to regular employee’s first. Non regufar employees may work only if regular
employees are unavailable i.e. not signed up or if regular employees cannot meet the
guidelines, el

Any employee with medical restrictions will only receive overtime within their
documented medical restriction .Low man & job preference rules apply.

The daily sign-up sheet will be posted no later than Wednesday at 4:00 pm for the
following weeks overtime.(Monday to Friday only} An employee shall indicate his

_eligibility for daily O.T, by signing no later than 10 a.m. on day shift, 6 p.m. on afternocon

shift and 2 a.m. an midnights. The sign-up sheet shall not be copied or remaved before
stated time,

The sign-up sheet for weekend overtime will be posted on the warehouse notice board
every Wednesday by 10:00 a.m. and the previous week’s sign-up sheet will be removed.
The weekend overtime schedule will be posted that same day by 4:00p.m. Weekend
work arranged after the deadline will only canvas those employees signed up and not
charge those whao refuse.

When an employee changes shift for the entire week, he/she will be considered on that shift
he/she has changed to.

Employees are charged only for hours worked accept for penalty charges on weekend
overtime.

Employees who are scheduled for Weekend OT, who then cancel shall be charged an
additional 8 hours pér shift cancelled.

Low “regular” employee who has signed up on the daily sign- up sheet to be asked for
overtime first {and there is a one hour or less time span between the end of his or her
shift and the start of the overtime shift}.

Employees will be allowed to decline pallet make-up builder without additional penalty.
Saturday midnight shift {Friday 10:30 p.m.) to be covered first.

tfa7™h day overtime is required due to an emergency, Supervisors will ask the g day
workers and will not have to phone employees at home for work on the 7% day {in the
event that a major operational need occurs) If the 8 day people have been asked
management has the option to call people at home from sign-up sheet first. Once the
sign-tp sheets are exhausted the company has the option to canvas the Warehouse
employees. .

An employee who works a split shift has made themselves unavailable for overtime until
available employees have been asked.

If overtime hours are in balance (equalized) then overtime will be asked by seniority,
from the sign-up sheet, if there is a one hour or less time span between the end of
his/her shift and the start of the avertime shift,

Everyone is encouraged to correct mistakes on a dally basis. Employees are to read the
sigh-up sheets to be sure they are correct when signing up. Employees should report
scheduling errors to their Supervisar. When an employee changes shift they are
responsible to print their name to the shift they changed to & sign for overtime on the
correct sheet.

Employees transferring into the Warehouse Department will be issued the highest
number of hours recorded in the department after his/her transfer of seniority. Prior to
the transfer of seniority, overtime will be offered only before non-regular employees.
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Employees attaining seniority in the Warehouse department will be issued the highest
number of overtime hours recorded.

All hours recorded will be done so under the expanded hour concept.

The paid penalty applies to Jow man who has signed up not being asked.

Employees going on vacation are eligible to work overtime on the Saturday or Sunday
prior to commencement of their vacation. They shall not be eligible for overtime until
their scheduled return date (shift), i.e. Monday or Tuesday, unless overtime is to be
offered or scheduled to a non regular employee.

Ali Warehouse employees in'cl'ud‘mg those on Week End Crew shall be deemed eligible
for the Statutory Holiday overtime, Low man rules apply. Employees an or returning
from vacation are not eligible, unlass overtime is to be offered to a non regular
employee.

Week end crew employee’s will be called at home if signed up on the daily overtime
sheet for a minimum of four hours overtime before overtime is offered to non regular
employee’s.

Warehouse employee’s on a committee or project may from time to time need to work
overtime outside of the low man rule to train, advise or collect information.

Any signed up warehouse employee scheduled outside of the department shall be
offered overtime only before non-regular employees. Any hours worked outside of the
Warehouse department shall be charged as if they worked those hours in the
Warehouse.

. Qveartime requirements needed after the overtime schedule has been posted

{4:00p.m.Wednesday), the Company shall revert back ta the original sign-up sheet to fill
additional manpower requirements. All employees asked for overtime after 4p.m.
Waednesday deadline will nat be charged if they refuse,

The overtime master sheets will he available to the Warehouse stewards on a daily basis
upon request.

A copy of all overtime worked will be given to all the Warehouse stewards and a copy
will be posted on the Warehouse notice board every Monday (Tuesday If Monday is a
holiday}.

These guidelines and interpretations will be posted on the Warehouse notice board at
all times for employees and supervisors.

Under any overtime scenario the company has the right to canvas employees for
overtime if the sign-up sheets are exhausted by low man seniority rule .{Low hrs,
Highest seniority).
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