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H05-100 - Information

December 27, 2005

	TO: 
	Home and Community Services (HCS) Division Regional Administrators

	FROM:
	Penny Black, Director,  Home and Community Services Division

	SUBJECT: 
	Guidelines for Workload Distribution and Work Performance Standards

	Purpose:
	To inform Regional Administrators and HCS staff of the results of recent analyses of workload levels.   These results will be used by Regional Administrators as guidance in assigning staff within regions and as guidance in establishing work performance standards for employees.   In addition to quantitative performance standards, employee performance will continue to be evaluated based on work quality factors. 

	Background:
	The analyses of workload levels showed some material differences in the number of cases handled on a monthly basis by regional staff.

To address this disparity and establish a more equitable workload distribution, as well as enhance productivity in the workplace, Regional Administrators will use the attached workload level analyses as guidance in assigning staff within a region and in setting employee performance standards.  

The Management Rights Articles of the collective bargaining agreements with the WFSE and the SEIU authorize the department to assign and reassign employees and to set work performance standards related to quantity of work.

	What’s new, changed, or

Clarified

 
	The attachment sets forth actual caseload data for regional staff who specialize in the following duties:  initial CARE assessments; residential care case management; financial service specialist; social services intake; Adult Protective Services intake; NF case management; and Adult Protective Services.  These standards reflect statewide average caseloads per worker.  The attachment also shows the lowest average among the regions for each specialized duty.
While these performance standards will provide guidance to the Regional Administrators, there may be circumstances beyond the control of an employee that could affect his or her ability to meet an applicable standard.  Examples of such circumstances include, but are not limited to: the geographic distribution of workload (for example, lower overall caseloads in some rural offices); non-English speaking clients; mentally ill clients; and skin care consultation. 

The statewide workload analyses reflect staff that have the “specialized” duties noted above.  It is recognized that in some regions, due to various logistical reasons, social service and financial service staff do not specialize, but rather have ”generic” caseloads and perform a number of activities.  In those situations, the workload analyses will be applied as follows: 
1. Determine the number of cases or activities (such as initial CARE or residential caseload) that an individual worker performs monthly.

2. Determine what percentage of an FTE each of those functions or cases represents when compared to the attached statewide average for specialized caseloads. (Example:  a social worker with a generic caseload performs an average of 2.7 NF case management full assessments per month, carries a residential caseload of 32 clients, performs an average of 15 intakes per month and performs 3 initial CARE per month.)  When applied to the performance standards, this individual’s performance is calculated as follows:

a)  NF case management full assessments statewide average is 5.3 per month, and this worker performs an average of 2.7, so 2.7 equals approximately .5 of an FTE.

b)  RCCM statewide average caseload is 95.5 per month, and this worker carries a RCCM caseload of 32, so 32 equals approximately .33 of an FTE.

c)  Social Service Intake statewide average is 150.72 intakes per month and this worker performs 15, so 15 equals .approximately .10 an FTE.

d)  Initial CARE statewide average is 9.3 assessments per month, and this worker performs 3, so 3 equals .31 of an FTE. 

3)  When added together, this worker performs at a level exceeding one FTE.  (.5+ .33 + .10 + .31 = 1.24)

Again, other factors may influence a staff’s ability to perform work necessary to equal a full FTE of activity, but Regional Administrators are directed to use this method for the purposes described above.

	ACTION:
	Subject to the considerations noted above, Regional Administrators will use the attached workload analyses in determining how to assign staff in the region, in evaluating individual employee performance, and in completing PDFs and PDPs.

	Related 
REFERENCES:
	WFSE Collective Bargaining Agreement Article 35.

SEIU 1199 NW Collective Bargaining Agreement Article 30.

RCW 41.80.040.

	ATTACHMENT(S):   
	Performance Standards:


[image: image1.emf]H:\MBs\Extra\ STATEWIDE AVERAGE WORKLOAD MEASURES FOR HCS.doc



	CONTACT(S):
	Rick Bacon,  Assistant Director, HCS

(360) 725-2321

baconnrj@dshs.wa.gov
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                                          REGIONS*


Statewide average for number of initial assessments per month per worker:  9.3

Average of the region with the lowest average of initial assessments per month per worker:  8


Statewide average for residential case management active caseload per worker:  95.5

Average of the region with the lowest average residential case management active caseload per worker:  85


Statewide average for active financial caseload (combined Application and Maintenance) per worker (regional calculations include lead workers):  357.3

Average of the region with the lowest average financial caseload (combined Application and Maintenance) per worker (regional calculations include lead worker):  349 


Statewide average for number of Adult Protective Services new cases assigned per month per worker: 12.1

Average of the region with the lowest average of Adult Protective Services new cases assigned per month per worker: 11 


Statewide average for number of NF case management full assessments per month per worker:  5.3

Average of the region with the lowest average of NF case management full assessments per month per worker:  4

Statewide average for number of Adult Protective Services intakes per month per worker:  131.8

Average of the region with the lowest average of Adult Protective Services intakes per month per worker:  99


Statewide average for number of social services intakes per month per worker:  150.72

Average of the region with the lowest average of social services intakes per month per worker:  124


*Data derived from regions and offices with specialized caseloads. 



