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      Line Picking Process 

1. Overview & Purpose 
This document outlines the mandatory steps for planning and executing a line picking 
process resulting from changes to a unit’s Master Schedule. A line picking process is a 
significant event governed by the collective agreement. 

Crucial First Step: Before initiating this process, the Unit Manager must consult with their 
assigned HR Manager to confirm that a line picking is the appropriate action and to 
establish a clear timeline. 

Special Consideration: Introducing 12-Hour Shifts The introduction of 12-hour shifts 
(even in combination with 8-hour shifts) where none previously existed requires additional, 
specific steps as outlined in the collective agreements* 

• For PEINU, refer to Appendix "B". 
• For UPSE, refer to Schedule "E". 
• For CUPE, refer to Appendix "8" 

 

2. Required Documents Checklist 
The following documents must be prepared and used throughout this process: 

☐Current Master Schedule (with employee names) 
☐Proposed Blank Master Schedule (no employee names) 
☐The Most Current Official Seniority List 
☐Union Notification Letter 
☐Employee Memo 
☐Employee Preference Sheet 
☐Line Picking Schedule (list of employee time slots) 
 

 

*Note: Please be aware that the timeline to introduce and implement 12-hour rotations may be 
longer due to the voting requirements found in these agreements. Managers must engage 
their HR Manager for dedicated support throughout this specific process. 

    
Union Notification of 
Scheduling Changes                

Memo Notification of 
Scheduling Change              

Employee Preference 
Sheet             

Employee Selection 
Sheet          
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Phase 1: Preparation & Union Consultation (Allow 2 –3  weeks) 
This phase focuses on creating the new schedule and ensuring full compliance with the 
collective agreement before notifying employees. 

• Step 1.1: Prepare Schedules (Responsibility: Unit Manager or Scheduling 
Department) 

o Secure an accurate copy of the current Master Schedule with all employee 
names. 

o Develop the new Proposed Blank Master Schedule based on operational needs 
and budgeted hours, , and the specific requirements of the applicable collective 
agreement(s), including any provisions for scheduling committee feedback 
(UPSE A. 14.13). 

• Step 1.2: Review & Approval (Responsibility: HR Manager) 

o The Unit Manager submits the Proposed Blank Master Schedule to the HR 
Manager for a full review to ensure it complies with all articles of the relevant 
collective agreement(s). 

o Action cannot proceed without formal HR approval. 

• Step 1.3: Prepare Union Notification Package (Responsibility: HR Manager) 

o Once the schedule is approved, the HR Manager prepares the formal Union 
Notification Letter and gathers all supporting documents (Current Schedule, 
Proposed Blank Schedule, Seniority List, Employee Memo). 

• Step 1.4: Notify & Meet with the Union (Responsibility: HR Manager & Unit 
Manager) 

o The HR Manager sends the complete notification package to the Union. 

o A meeting is scheduled with the Union to review the changes, answer questions, 
and confirm the process. 

 

Phase 2: Employee Notification & Review  (Minimum 7 Calendar Days) 
This phase begins immediately after the union meeting and relies on a central 
communication point. 

• Step 2.1: Post All Information Centrally (Responsibility: Unit Manager) 
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o Post the following documents in a designated, accessible location (e.g., unit 
bulletin board): 

 The official Employee Memo 
 The Proposed Blank Master Schedule 
 The full Seniority List 
 The Line Picking Schedule (with each employee's name and assigned 5-

minute time slot). 

o Make blank copies of the Employee Preference Sheet readily available for 
employees to take (e.g., in a folder attached to the bulletin board). 

 

Phase 3: The Line Picking Event (As per Schedule) 
This is the formal process where employees select their lines. 

• Step 3.1: Conduct the Line Picking Session (Responsibility: Unit Manager, HR & 
Union Representative) 

o A union steward or representative must be present to observe the process 
and ensure fairness. 

o The Unit Manager facilitates the session, adhering strictly to the posted time 
slots. 

o As each employee picks their line, their name is clearly written on a master copy 
of the Proposed Blank Schedule. 

o Collect all submitted Employee Preference Sheets from absent employees and 
select a line in order of seniority when their time slot arrives. 

 

Phase 4: Finalization & Implementation (Posting Requirement 4-6 weeks) 
This phase begins after the last employee has picked their line. 

• Step 4.1: Post the Final Schedule (Responsibility: Unit Manager) 

o Immediately following the event, post the completed Master Schedule with all 
employee names in their chosen lines. 

• Step 4.2: File All Documentation (Responsibility: Unit Manager) 

o Ensure all signed preference sheets and master schedule copies are collected 
and filed in the appropriate unit and personnel files for record-keeping. 
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Resources 
 
Referenced Templates: 

 
Collective Agreements: Collective Agreements | Health PEI | Staff Resource Centre 
 

Union Scheduling Compliance: Key Collective Agreement Articles by Union  
CUPE 22.4, 22.5, 22.6, 22.8 and  Appendix 8 
IUOE 18.03, 21.01, 21.03, 21.04, 21.05, 21.07 and 21.09 
PEINU 19.1, 19.2, 20.1, 20.3, 20.4, 20.7, 20.8, 20.9, 20.10 and Appendix B 
UPSE 14.13, 14.19, 14,20, 14.22 14,24, 28.02, 28.05 and Schedule E 

 

    
Union Notification of 
Scheduling Changes                

Memo Notification of 
Scheduling Change              

Employee Preference 
Sheet             

Employee Selection 
Sheet          

https://src.healthpei.ca/collective-agreements

