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                                    PERMANENT AVAILABILITY FORM
            Name: ______________________________    Date: ___________     

            Primary Phone # __________________  Alternate Phone #  _________________
              Email Address ___________________________________________



                               

Write in the times you are available to work on weekdays.  We schedule within available times, not for the entire availability.  For example, you may write available from 3:00 – 11:00 p.m. & we might schedule you from 5:00 – 9:00 p.m.  Hint: Make your availability as broad as possible.  You may be available in the morning & then later in the evening on the same day.  If you are available for the entire shift write “open” on the blank line in the section “Closing Availbility”.

          Notes                                   Daytime/Non-closing availability                    Closing Availability
________________  MONDAY        ___________  until  ___________               ___________  until  11:00 p.m. 

________________  TUESDAY       ___________  until  ___________               ___________  until  11:00 p.m. 

________________  WEDNESDAY ___________  until  ___________               ___________  until  11:00 p.m. 

________________  THURSDAY    ___________  until  ___________               ___________  until  11:00 p.m. 

________________  FRIDAY           ___________  until  ___________               ___________  until  11:00 p.m. 

Ideal number of hours I would like to be scheduled per week:  ___________                                    

Maximum number of hours I can be scheduled per week:        ___________


I understand that my work schedule will be based on the days and times that I have indicated I am available to work. I also understand and agree to follow all of the policies listed on this page.
SIGNATURE:     _______________________________________          DATE:    ___________________________

I understand that my work schedule will be based on the days and times that I have indicated I am available to work.  I have read, understand and agree to follow the Availability Policies listed above.

_________________________________________________                     ________________________________

Signature 

                          Date


                           
Approved:       YES       NO


Date:                         Admin:








Effective Dates:   Start_________________________ through ___________________________





Preferred Weekend Day Off:    Sat (     Sun (       No Preference (      Prefer to work both Weekend days (





SATURDAY    11:00 a.m.  until   7:00 /*9:00 p.m.    *Most weekend shifts end at 7:00 p.m.  In rare cases they may run


SUNDAY         12:00 p.m. until   7:00 /*9:00 p.m.       until 9:00 p.m.  In such cases, employees begin shifts later in the day.  





RSM: 





Student?: Yes (   No (	Campus:__________________________ 	Dorms?:   Yes (   No (


If “Yes” in Dorms, are you available to work during dorm closures?  Yes (   No (








Availability Policies:





Employees must be available to be scheduled for a minimum of 20 hours per week.  Please note, based on project needs, there may be times when employees are scheduled for fewer than 20 hours in one week.


Employees must be available to work full shifts on Saturday AND Sunday, but are only required to work 1 weekend shift per week.


Employees must be available to work until closing, but based on project assignment may be scheduled to leave prior to closing. 


Employees may expand or increase their availability at anytime during their employment.


Availability may not be decreased or changed within the first four months of employment unless employee is a student and a semester begins/ends. In such a case, the employee will be required to submit a copy of their class schedule.


Changes to availability are subject to approval & must meet company needs.  If requested changes to availability do not fall within the parameters of company needs the employee may not qualify for continued employment with the company.  


Schedules are posted on Friday for the upcoming week, which begins Sunday.  Employees are required to check & sign their schedule every week.  It is the employee’s responsibility to be aware of their schedule prior to the start of the work-week.


 This Availability Form should accurately reflect when the employee is available to work.  Weekly schedules are produced based on the information provided on this form.  Employees will not be scheduled outside of their approved availability.   DataSource will make every effort to accommodate employee preferences, but preferences are never guaranteed and employees are required to work their shifts as scheduled.    


All availabilities are subject to approval. Your current availability stays in effect if a new availability is not approved. Approval is based on the needs of the company in order to meet project requirements.








