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H06-047 – Procedure
June 5, 2006

	TO: 
	Home and Community Services (HCS) Regional Administrators

Area Agency on Aging (AAA) Directors

Division of Developmental Disabilities (DDD) Regional Administrators

	FROM:
	Bill Moss, Director,  Home and Community Services Division

Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	COMPENSATION CHANGES AFFECTING INDIVIDUAL PROVIDERS (IP) EFFECTVE JULY 1, 2006

	Purpose:
	To describe compensation changes for IPs and field staff responsibilities.

	Background:
	IPs elected to unionize in 2002 and, as a result, were provided collective bargaining through the Governor’s office.  The Collective Bargaining Agreement (CBA) outlines specific changes to compensation that take effect July 1, 2006.

	What’s new, changed, or

Clarified

 
	IPs will receive the following benefits for union-covered services effective July 1, 2006:

· Wage based on cumulative hours worked:  Wages will be based on an accumulation of career union hours an IP has been paid since July 1, 2005.

· Accrued vacation:  IPs will earn 1 hour of vacation for every 50 union-covered hours paid up to a maximum of 80 hours beginning July 1, 2006.  The accrual will be sustained for breaks in service less than one year.  A transaction generator will show the IP’s accrued vacation hours on the invoice that follows the month in which the IP accrued the leave.  Unused vacation balance is lost if an IP has not provided a union-covered service to a client in over a one year period.



	ACTION:
	· See the SSPS website for a list of union covered services.

· When entering an authorization for the first time, put the rate $9.43 into the system you currently use (CARE or CASIS).  After you put the rate in the first time, a transaction generator will automatically make changes to active authorizations when an IP reaches the next level of the cumulative career hours pay schedule.  (Note:  If you put in the incorrect hourly rate, you will receive an error message.)

· For HCS, when an IP informs you of vacation and the client needs a substitute personal care aide, assign another qualified provider and authorize the hours to another provider, or consider short term residential placement  if there is no informal support, IP, or home care agency available.  For DDD, follow current policy for obtaining another provider.

· SSPS will generate all authorizations for IP vacation leave.  The vacation leave will show up as a line on the current open authorization for the provider.  You will be able to view the vacation leave using P23 or the provider Remittance Advice.  You will never create, update or terminate vacation authorizations.

· Be timely and accurate in your SSPS authorizations.  Late authorizations could result in the delay of a rate increase, delay or loss of accrued vacation hours and/or an inaccurate health care eligibility determination.

· Direct calls from IPs pertaining to vacation leave and cumulative career hours to the program manager in SSPS.  See attached call diagram Power Point slides.  Call Diagram will also be available on the SSPS website.

	Related 
REFERENCES:
	Additional information can be found at the SSPS website.



	ATTACHMENT(S):   
	Pay Rate Increases                                     Vacation Leave
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Call Diagram Power Point


[image: image3.emf]H:\MBs\2006\IP Call  Diagram 20060627.ppt




	CONTACT(S):
	Sue McDonough, HCS Program Manager

360-725-2533

mcdonsc@dshs.wa.gov
Debbie Johnson, DDD Program Manager

360-725-3625

johnsda2@dshs.wa.gov 
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SEIU 775 – PAY RATE INCREASES




Accumulation of Hours:


· The Collective Bargaining Agreement (CBA) between the state of Washington and the Service Employees International Union (SEIU) established the start date for accumulation of cumulative career hours as of July 1, 2005.


· Effective July 1, 2006, Individual Providers (IPs) will receive rate increases based on their total hours worked since July 1, 2005 (these are referred to in the CBA as cumulative career hours).


· Hours worked are based on union covered services only. http://asd.dshs.wa.gov/SSPS/IPB_UnionBenefits/TOC.htm

· Payment adjustments for union covered services made outside of the automated system will be added to the IP’s cumulative career hours, as they become known to the SSPS system.


IP Pay Rate Increases:


Rate increases will be based on the following wage scale table for July 2006 – July 2007:


		July 1, 2006 – June 30, 2007



		Cumulative Career Experience Hours

		Hourly Wage



		0 – 2000

		$ 9.43



		2001 – 4000

		$ 9.57



		4001 – 6000

		$ 9.72



		6001 – 8000

		$ 9.86



		8001 – 10000

		$10.01



		10001 – 12000

		$10.16



		12000 plus hours

		$10.31





· All IPs will receive a minimum rate increase to $9.43.


· Before invoicing, SSPS will run a transaction generator (TG) to seek out each authorization utilizing a union-covered service.


· The system will ensure that the correct rate for each IP, as indicated in the table above, is entered on each service line authorized under a union-covered service code.


· Next, the invoices will be generated with the correct rate of pay.


· Authorizations utilizing a nine code will be increased only when the rate on the authorization matches a standard rate on the wage scale above.

· For example:  The rate listed on the current authorization is $9.43.  The IP accumulated 200 cumulative career hours to increase the total hours to 2050. The rate will be increased to $9.57 by SSPS prior to the next Regular invoice run. 

· However:  The rate on another authorization for the same IP is $9.50.  Since $9.50 is not a ‘standard’ rate from the wage scale, SSPS will not adjust this rate for the nine code, but will instead send it to a report “Nine Code Authorization.”  This report will identify all nine code authorizations not using a standard rate.

· IMPORTANT: Due to system limitations and timing, the TG will not be able to increase the rate on all authorizations.  SSPS will create reports identifying these authorizations.  The reports must be monitored by local offices authorizing union-covered services.  It will be the responsibility of the authorizing worker to ensure the IP receives the corrected rate increase, if necessary.


· Reports listed below pertain to Union-Covered Service Codes Only

· Missed Rate Increase – Action Required:  This report will list all authorizations with 2 or more open service lines with no common Change Effective Date (CED).  The TG will identify and skip these authorizations to avoid fatal errors.  It will be the responsibility of the authorizing worker to ensure any expired service line is terminated and to manually increase the rate for any current service line.  The report will reflect the date the IP became eligible for the increase.


· Manual Determination of Rate Increase Required:  This report will list authorizations when the current CED is greater than the date the TG determined an IP should receive a rate increase.  For example:  The night of the invoice run for September the TG determines an IP should receive a rate increase on September 1st.  However, due to other circumstances (participation change or a change to the begin date, etc.) an authorizing worker has already made a change to the authorization using an October 1st CED.  Due to system restraints, the TG would not be able to move the CED to a lesser date.  Therefore, the authorization will be sent to the report for the authorizing worker to determine if the IP should have received a rate increase.


· Nine Code Authorization Report:  This report will list authorizations utilizing a nine (9) code when:


a) The rate of the 9 code is greater than the rate indicated per the total cumulated career hours worked.


b) The rate of the 9 code is any rate other than a rate listed on the wage scale table.


Authorizations listed on this report will be the responsibility of the authorizing worker to determine if the rate used is correct.
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IP Authorization/

Pay Questions

IP calls Case Worker.

If CW has questions

The case worker can

call SSPS 

SSPS 

(360) 664-6161

IP Health Care

Eligibility 

Questions

Benefits Solutions Inc

1-866-771-7359

Individual Provider (IP) Call Diagram

IP Union

Member Questions

SEIU 775

1-866-371-3200













Individual Provider (IP) Call Diagram

IP Workers’

Compensation

(L&I)

Questions

General questions:       Sedgwick 1-800-416-1890

To report an INJURY:   Sedgwick 1-866-897-0386

To request

Federal Income Tax

be withheld from your

union services

Complete a W-4 form and mail to:

DSHS/PFU Section 2

PO Box 45346

Olympia WA  98504

Federal Income

Tax Questions

Internal Revenue Service

1-800-829-1040

or your tax consultant













To obtain 

W4/W5

Forms

To obtain a

W4D (Discontinuation)

Form

Provider File Unit, 

Section 2

(360) 407-4000

(DSHS Staff can go to DSHS Forms website 

http://asd.dshs.wa.gov/FRMS/index.htm)

www.irs.gov

or

Provider File Unit, 

Section 2

(360) 407-4000

Individual Provider (IP) Call Diagram

Tax Withholding

Forms (W4/W4D/W5)

Form Questions

Provider File Unit, 

Section 2

(360) 407-4000













How many hours

of vacation do I

have available?

See most current 

remittance advice

or invoice for current 

hours available

What if I don’t 

agree with my 

cumulative

career hours?

Contact SSPS

1-800-523-2301

Contact SSPS

1-800-523-2301

What if I don’t 

agree with my 

vacation hours?

Individual Provider (IP) Call Diagram













Why did my 

vacation balance 

go down when 

I didn’t claim 

any vacation?

You may have had a payment cancelled or an 

overpayment written up for  a previous payment 

resulting in less hours worked which could affect your 

earned vacation hours. 

If you have reached 80 hours of vacation 

and don’t claim any you will lose 

any above the 80 hour cap.

IP Vacation Balance - Questions and Answers

What happens to my 

vacation balance when I 

reach 80 hours?













As long as you provide Union Covered Services (UCS),

you will not lose any hours up to the 80 hour maximum. 

Claim vacation while you are performing UCS or 

you may lose It.  Claim it immediately if you stop

providing UCS and don’t intend to again within a year.

How long before 

I lose my vacation

balance?

IP Vacation Balance - Questions and Answers

Can I get my

vacation  

balance back?

No

How can I make sure

I receive my remaining 

vacation balance if I stop 

providing services?

If you decide to stop providing union covered services, 

claim all your remaining vacation hours on your 

last invoice.  In this way you will not lose 

any vacation pay.













Why do I have to 

claim zero every time

for vacation rather 

than leave it blank?

Blanks are not allowed by the computer

system and your payment may be delayed 

if you do not fill in that area.

Vacation is not on any supplemental 

invoice because it can only be claimed 

once per month.

IP Vacation Invoicing - Questions and Answers

Why isn’t vacation 

on the supplemental 

invoice?



















IP Vacation Payment - Questions and Answers

How is my vacation

rate and hours

determined?

Vacation pay rate is determined by UCS 

hours worked since July 1, 2005.

Vacation hours are determined by UCS

hours worked since July 1, 2006.

What happens if I 

didn’t claim 

enough vacation?

You can claim additional 

vacation the following month.

What happens

if I forget to 

claim vacation 

Payment?

You can claim it the following month

as long as you continue to 

provide a Union Covered Service (UCS).







How do I know 

what my total 

cumulative career 

hours are?

Your CCH will be on your Remittance Advice. 

Hours began adding up for UCS you worked 

since July1, 2005

You may have had a payment cancelled or an 

overpayment written up  for a previous payment 

resulting in less hours worked which could affect 

 your earned CCH.

IP Cumulative Career Hours (CCH) - Questions and Answers

Why did my 

cumulative career

hours decrease?













IP Cumulative Career Hour (CCH) Rate - Questions and Answers

How do I know 

what my current 

rate is?

Your current rate depends on the number of CCH

for Union Covered Services you have accumulated.

Your rate is listed on your most current invoice.

Why did my

rate decrease?

You may have had a payment cancelled or  an 

overpayment written up for a previous payment 

resulting in less hours worked which could affect 

your earned CCHs and your rate.

Will I have to pay

back money I received

at a higher rate?

Money you received for services you did not

provide must be paid back. If your rate goes back

to a lower rate, you will not have to return

the difference in the rate for UCS you worked.







When will I reach 

my next rate level?

The levels are determined by the number of 

hours of Union Covered Services (UCS) you work.

Once you have worked enough hours to reach the next

 level, you will automatically be moved to that next 

higher rate level effective the following month.

You will get your increase as soon as you 

have worked enough hours 

of UCS to move to the next higher level.

IP Cumulative Career Hours (CCH) Level - Questions and Answers

How will I get my 

next level increase?

When will I get my 

increase?







Do I have a W4 on

File?

You can contact the Provider File Unit, Section 2

(360) 407-4000.

You will need to submit a new W4 form completed 

with the information you would like to have.  Mail that form 

to Provider File Unit, Section 2, PO Box 45346, 

Olympia, Washington 98504-5346.

You will need to submit a W4D form completed with the 

updated information. This form is available on the SSPS

website http://www1.dshs.wa.gov/MSA/ssps/index.htm

or you can call the Provider File Unit, Section 2,

 to have a form mailed.  Once it is completed, mail that 

form to Provider File Unit, Section 2, PO Box 45346, 

Olympia, Washington 98504-5346.

Federal Income Tax (FIT) W-4 - Questions and Answers

How do I start or 

Change Withholding

Tax?

How do I stop

 Withholding

Tax?













Federal Income Tax (FIT) W-4 - Questions and Answers

How do I do 

Additional 

Withholding ?

You will need to submit a new W4 form that 

includes a request for Additional Withholding.

Mail that form to Provider File Unit, Section 2 

PO Box 45346,Olympia, Washington 98504-5346.

Advance Earned Income Credit (AEIC) - Questions and Answers

How do I start, 

change, or stop 

AEIC?

You will need to submit a new W5 form with the 

information you would like to have.  You must also 

submit a W4 if you have not already done so.  Mail that 

form to Provider File Unit, Section 2, PO Box 45346,

Olympia, Washington 98504-5346.







How is my 

FIT 

determined?

FIT is determined using IRS Tax Tables based on the 

number of allowances you declare, your filing status,

and if you have requested Additional Withholding.

FIT deductions are made based on the information you

provided on your W4 form.  If you have questions about

the amount of allowances you claimed and the effect they

have on the amount of your deduction, please contact the IRS

or your tax consultant.

Federal Income Tax (FIT) Calculations - Questions and Answers

Why was so 

much FIT 

deducted?
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SEIU 775 - VACATION LEAVE



Vacation accrual:


· IPs will earn 1 hour vacation for every 50 hours worked under a union covered service.


· Collective Bargaining Agreement (CBA) between the state of Washington and SEIU established July 2006 (service hours) as the start date for accumulation of hours toward vacation leave.


· Vacation balance can accumulate to a maximum of 80 hours.


· Vacation balance will be sustained for breaks in service less than one year for an IP.  If an IP begins providing a union covered service to a client within the one year time period, the unused vacation balance will continue to accumulate up to the 80 hour maximum.


· Unused vacation balance is lost if an IP has not provided a union covered service to a client in over a one year period.


Vacation authorization:


· IPs will be eligible to claim vacation leave beginning with August 2006 service invoices.


· The IP must have the consent of the client and inform the client’s Case Manager, Social Worker, etc, two weeks before the vacation begins.  Proper use of the vacation hours is the responsibility of the administrations supported by SSPS.


· SSPS will generate all authorizations for IP vacation leave.  Field staff will never create, update or terminate vacation authorizations.


· Vacation authorizations will invoice on the same invoice as authorizations for direct care to a client.  However, like all One-Time invoice payments (training codes), the payment will be on a separate warrant from the invoiced payments.


· Vacation authorizations will be a One-Time Invoiced payment.  All standard rules will apply.


· The vacation service code is 09993 and all vacation authorizations will be generated from Reporting Unit 998.


· IPs are eligible to claim vacation hours without taking time off.


Vacation invoice & payment:


· Vacation hours will invoice on the Regular Invoice Run only.

· The Supplemental run will not generate vacation invoices.


· For IPs receiving Supplemental invoices on a regular basis, a Regular invoice will be generated for their vacation hours, as long as they continue providing a current service to a client under a union covered service.


· Vacation will invoice to IPs providing a current union covered service for the same month SSPS is invoicing.


· The vacation service period on the invoice will always be the last 10 days of the month.  However, the vacation can be taken at any time during the month.


· To accumulate vacation hours, the IP can claim zero (0) units on the vacation service line of the invoice.  SSPS will invoice these hours, plus any other hours earned for the service period on the next Regular Invoice run, if the IP continues providing a union covered service.


· Vacation rate of pay is determined according to the IP’s current rate according to their cumulative career hours at time of invoicing.


· Participation will not be deducted from vacation payments.


Vacation Rule Matrix


The following table identifies how vacation pay will be treated in regard to provider benefits and taxes paid through the SSPS.

		Vacation Leave Counts Toward?

		YES

		NO

		Application Parameter



		Cumulative Career hour pay increases

		X

		

		Copies state HR system



		Eligibility for Health Care Benefits

		X

		

		Like regular hours, must be claimed by the 22nd to count.



		L & I Benefits

		

		X

		State law prohibits



		Voluntary Income Tax Withholding

		X

		

		Federal law requires



		Union Dues & PAC

		X

		

		Copies state HR system



		More Vacation Leave

		X

		

		Copies state HR system
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