JFK - CS (Change of Schedule) Guidelines

Revision of March 29, 2006

	A CS is a change or trade of work schedule between two (2) employees.  The employee accepting the CS assumes the responsibility of working the other employee’s scheduled hours.  

American Airlines provides this privilege to employees to offer limited flexibility to their scheduled shift for employees to tend to unforeseen circumstances.  


The following “CS” Guidelines are for M&E JFK Line Maintenance Personnel:

· CS with yourself will only be authorized for an EMERGENCY, and then the Emergency CS Guidelines must be followed.

· It is the responsibility of the employee who CSW’s to ensure that he/she has maintained the Federal Requirements (FAR 121.377) for monthly time off mandated by the FAA.

· Employees not maintaining Annual Recurrent Required Training will not be considered for CS privileges.

· No CS’s on Holidays.

· All “CS” Forms must be received no later than three (3) days prior to the “CS”.

· Employees may only work two (2) DOUBLE SHIFTS in any 7-day period.

· There must be one (1) calendar day between 2 DOUBLE SHIFTS.

· There must be a full 8 hour shift between a double shift and another shift worked.

· Overtime in conjunction with a double shift is not allowed, and must not be accepted by the employee if offered in error due to oversight. This includes both OT after the second shift and ECI before the first shift worked.

· Employees are not permitted to work more than 16 hours in any 24 hour period. It is the employee’s responsibility to ensure this limit is adhered to when making use of the CS policy
· During a double shift worked, if a field trip is called during the first or second shift worked, you are ineligible for the field trip and will be charged with the appropriate hours as if it was a refusal.

· Only shifts with 120 minutes or less of overlap will be considered eligible for double CS’s.  Employees will NOT be compensated for any overlap period.

· NO TRIPLE SHIFTS WILL BE ALLOWED.

· ANY “NO SHOW”/”NO CALL” on a CSW may result in suspension of the CSO/CSW privilege for up to 90 days.

· No employee on RD or TD status will be allowed to CS until he/she is returned to Full Duty.
· No call-in CS’s or employees just showing up to work for another employee will be permitted.  

Emergency “CS’s” will be considered using the following guidelines:

1. All Emergency CS’s must be called in to the MOD or in those cities without an MOD, call the SOD for approval.  An AOI explaining the circumstances of the emergency must be provided when the employee returns to work.

2. The Manager-on-Duty/Supervisor-on-Duty may or may not approve the CS based on the nature of the emergency.

3. Employees who fail to obtain the Manager-on-Duty/Supervisor-on-Duty’s approval for a CSW and show up for work, will be sent home without pay.

The following information is required and must be clearly written, when completing the CS Form:

1. Date to be worked

2. Shift times and crew number

3. Name of the employee working, signature and employee number

4. Name of the employee who will be off, signature and employee number

5. Number of CS’s (CSO/CSW’s) used during the current quarter

Employees are responsible for notifying their Supervisor if either employee is unable to cover the approved CSW.  Failure to do so will result in a suspension of privileges for both employees.

It is the responsibility of the employee working the CS to report to Management and the Crew Chief at the start of the CS shift and inform them whom they are working for.

All CS’s that are considered for approval will be approved on the basis of the operational needs of the Airline and the manpower that the shift requires.

Your signature on the CS Form indicates you are fully aware of all the CS guidelines.

FAILURE TO COMPLY WITH THESE GUIDELINES MAY RESULT IN SUSPENSION OF CS PRIVILEGES
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