TPMG DSA Clinic Staffing and Payroll

Specific Availability and Awarding Shifts

DSA Clinic Employees:
1) Specific Availability
A. Please be sure to update and then maintain your Specific Availability via the Additional

Hours link at DSAStaff.com. Availability can be updated in real-time as your schedule
changes, however updates can take up to 24 hours to be reflected in all Staffing systems.
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Open Shifts will be offered and awarded to employees on the Additional Hours (Confirmed Available)
list following the Collective Bargaining Agreement

2) Awarding Shifts- DSA Clinic Additional Hours and OT lists, based on Confirmed Availability, will be
used to award open shifts.

Important Notes:

A. During the Construction Period only, when building the four-week schedule, the Staffing
Department will be automatically awarding all Open Shifts to employees within their home
departments, from the list of those employees with confirmed Specific Availability.

i. A courtesy email confirming the details of their awarded shift(s) will be sent to the
employees.
ii. The awarded shifts will also be visible on the official Published schedule.

B. After the Schedule is published, the Staffing Department will continue to call employees to
confirm the details of their awarded shift(s).

i. Please see slides 66 and 67, in the My Schedule User Manual, for instructions on how
to sign up for Additional Hours.
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