APEX MANUFACTURING
Scheduling Requirements
Minimum staffing, supervision coverage, and production scheduling standards
Core staffing rule: No production area may operate without the staffing, supervision, training, and safety coverage required for the work being performed. A qualified supervisor or designated lead must be available during active production.
Standard Production Coverage
	Day
	Shift / Time
	Minimum Core Staff
	Coverage Level

	Monday-Friday
	First shift | 6 a.m.-2:30 p.m.
	4
	Full production coverage

	Monday-Friday
	Second shift | 2 p.m.-10:30 p.m.
	3
	Reduced production coverage

	Saturday
	Scheduled as needed
	3
	Approved overtime / backlog work

	Sunday
	Normally closed
	N/A
	Maintenance or emergency work only with approval



Leadership Coverage
A production supervisor, operations manager, or formally designated shift lead must be available whenever production is active. Employees may not operate equipment independently unless they have completed the required training and authorization for that equipment or process.
Opening and Shutdown Requirements
	Operating Period
	Minimum Requirement

	Start of shift
	Supervisor or lead plus qualified production coverage

	Normal operation
	Required trained operators for active equipment and processes

	High-risk or specialized work
	Qualified personnel and any required spotter, permit, or safety coverage

	End of shift
	Supervisor or lead confirms shutdown, housekeeping, material status, and handoff



Additional Staffing Triggers
Large or urgent customer order: Add qualified production or inspection coverage when the job would materially interfere with normal commitments.
Material handling: Forklift, crane, or other powered material handling must be performed only by trained and authorized employees.
Maintenance activity: Maintenance personnel do not count toward production staffing when they are assigned exclusively to repair or preventive maintenance work.
Quality hold or containment: Add quality support when inspection, sorting, or traceability work is expected to slow production.
Call-off or absence: If required supervision, machine qualification, or safety coverage cannot be maintained, management must modify the production plan, reassign work, or stop the affected operation.
Scheduling Standard
Weekday baseline: First shift 4+ staff | Second shift 3+ staff | Saturday work by approval and business need. Standard administrative hours: 8 a.m. to 5 p.m., Monday through Friday.
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