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R19-021 - INFORMATION
March 8, 2019
	TO: 
	RCS Regional Administrators
RCS Field Managers

RCS Management Team

RCS Supervisory Staff
SEIU 1199 Represented Staff

	FROM:
	Candace Goehring, Director
Residential Care Services

	SUBJECT: 
	STANDARDIZED EXCHANGE TIME & TRAINING REQUEST PROCESS FOR OVERTIME EXEMPT NURSES REPRESENTED BY SEIU 1199NW

	Purpose:
	To notify staff of revisions to the Exchange Time Process and request form for overtime exempt nurses represented by SEIU 1199NW.

	Background:
	During the SEIU 1199 collective bargaining for 2017-19, labor and management worked collaboratively on two very important areas:

1. Exchange time, which recognizes the importance of maintaining an appropriate balance between extended work time and time off (work/life balance); and

2. Training and employee development, which focused on developing a standardized process for submitting educational requests and for approval of payment reimbursement for such requests.  
Both of these important issues resulted in Memorandum of Understandings (MOUs).
For better tracking and consistency across programs, the department developed standardized processes for exchange time and requests for CEU training & reimbursements. 

	What’s new, changed, or

Clarified: 
	· This supersedes and rescinds RCS Management Bulletin R17-046.

· The revised Exchange Time process and form (Attachments 1 & 2) reflect improvements that address imperfections identified in the initial standardized process.  

· The process for requesting CEU training and reimbursements (Attachment 3) has not changed.


	ACTION:
	Represented overtime exempt nurses and their supervisors will read and follow the attached processes.  

	Related 
REFERENCES: 
	SEIU 1199NW CBA

	ATTACHMENT(S):   
	1. Exchange Time Process (March 2019)
2. Overtime Exempt Exchange Time Request (DSHS 03-496)
3. Training Request & Approval Process
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	CONTACT(S):
	For questions related to exchange time or training requests, please consult with your immediate supervisor.














STATE OF WASHINGTON


DEPARTMENT OF SOCIAL AND HEALTH SERVICES


Aging and Long-Term Support Administration


PO Box 45600, Olympia, WA 98504-5600





RCS MANAGEMENT BULLETIN









_1613296839.doc
11/14/2016 Draft



[image: image2.png]



STATE OF WASHINGTON


DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Home and Community Services (HCS) and Residential Care Services (RCS) Exchange Time Process for 

Service Employees International Union (SEIU) Healthcare 1199NW Represented Employees

Purpose Statement:  To establish the Department of Social and Health Services, Aging and Long-Term Support Administration (ALTSA), Home and Community Services (HCS) and Residential Care Services (RCS) standardized processes for overtime-exempt nurses represented by the Service Employees International Union Healthcare 1199NW (SEIU 1199NW) to use for exchange time approval and submission. 


Supervisors and employees should have ongoing dialogue/communication regarding workload, time constraints, and any need to work beyond or adjust an employee’s regularly scheduled workweek. If there is a need for an employee to work additional hours that may lead to the accrual of exchange time, discussions/communication between the employee and supervisor should occur prior to the employee working the additional hours.  

What is Exchange Time? 


· Exchange time is paid time off for overtime exempt nurses; 


· Exchange time is considered paid time off but not time worked; 


· Exchange time has no cash value and cannot be transferred between agencies.

Exchange Time Accrual and Use: 


· Nurses will consult with their supervisors to adjust their work hours to accommodate the appropriate balance between extended work time and offsetting time off.

· Accrual and use of exchange time requires prior approval from an employee’s supervisor and/or Appointing Authority; 


· Salaried overtime-exempt nurses work as many hours as necessary to provide the public services for which they were hired with a minimum forty (40) hour workweek. With prior approval, overtime-exempt nurses are authorized to receive exchange time at a rate of equal hours off for hours worked above forty-five (45) in a workweek. 


· Exchange time may be accrued at straight time to a maximum of eighty 80 hours. Exchange time in excess of eighty (80) hours must be used before additional exchange time can be accrued.  

· Exchange time must be used prior to an employee using vacation leave unless this would result in loss of their vacation leave.   

		Process:  Request for Document Exchange Time



		Steps

		Activity or Event(s)

		Person(s) Involved



		1

		Overtime exempt employee communicates and discusses work circumstances with supervisor and requests exchange time.  A written request that outlines the reasons for the exchange time and any recommendation by the supervisor is forwarded to the Appointing Authority/Director, or their designee, for consideration using the Overtime Exempt Exchange Time Request form (DSHS 03-496).
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Request is input into leave tracker with comments for approvals by employee.


To enter request in leave tracker:


· Enter information in Leave Tracker and choose “My Timecard”


· Click on date worked and the “Adding a New Entry” dialogue box will appear


· In the Wage Type drop down box select code (1306) SEIU Exchange Time 


· In the Program Activity drop down select the activity that matches the work done during the approved exchange time. Options include “nurses”, “licensors/inspections”, “surveyors” and “MDS”. 


· Enter all fields on screen and “save” information which will automatically send information to the supervisor for processing


Supervisor will:


· Review entry by employee for accuracy and approve/deny.  

Approved leave will immediately appear in the employee balances of Leave Tracker after supervisor review and approval. Exchange time will appear as a separate leave type under balances.

· Retain the original copy of the Exchange Time Form in supervisory file and send copy to attendance keeper to keep in the payroll file.  As practice, on an annual basis, supervisor will purge documents that are no longer needed to keep supervisory file current.  Contact HR for guidance.

Payroll is subject to the retention and purging of information per Department’s policy.



		· Employee


· Supervisor


· Appointing Authority/or designee






		2

		AA, or designee, considers request; approves or denies, and notifies employee and supervisor of decision.




		· Appointing Authority/or designee


· Supervisor


· Employee





Employees transferring outside of the agency or to another program with a separate funding code will be given the opportunity to use the exchange time prior to the transfer.  Exchange time will not transfer with the employee to a position with different funding code.

		Process:  Request use of Approved Exchange Time 



		Steps

		Activity or Event(s)

		



		1

		Employee requests to use earned/available Exchange Time through Leave Tracker using correct reason code #9019 Exchange Time SEIU. 


Exchange time must be used prior to other leave.  

		· Employee


· Supervisor






		2

		Supervisor/Appointing Authority approves the use of leave.


Any denial of leave will be provided with an explanation in the Leave Tracker comment box.

		· Supervisor


· Appointing Authority or designee


· Employee








For questions regarding these processes and procedures please consult with your immediate supervisor.
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AGING AND LONG-TERM SUPPORT ADMINISTRATION




Overtime Exempt Exchange Time Request




For use by SEIU 1199NW Represented Staff Only





			Employee’s Name



     


			Personnel Number



     


			Division, Section, Unit, etc.



     








			Exchange time earned by week Sunday through Saturday for time over 45 hours



     





			Reason for request



     





			Amount Approved:        Hours (amount must match exactly what is input into Leave Tracker)





			


			Minutes to Tenths of Hours


			





			


			Minutes


			Tenths of Hours


			Minutes


			Tenths of Hours


			





			


			1 – 6


			.1


			31 – 36


			.6


			





			


			7 – 12


			.2


			37 – 42


			.7


			





			


			13 – 18


			.3


			43 – 48


			.8


			





			


			19 – 24


			.4


			49 – 54


			.9


			





			


			25 – 30


			.5


			55 – 60


			1.0


			





			





			Supervisor’s Signature
Date




     


			Printed Supervisor’s Name



     





			Appointing Authority’s Signature
Date




     


			Printed Appointing Authority’s Name



     





			Distribute copies to:



· Supervisor file only;



· Time Keeper (file only no action necessary); and



· Employee








OVERTIME EXEMPT EXCHANGE TIME REQUEST



DSHS 03-496 (01/2019)
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Training Request and Approval Process 

For 


 Aging and Long-Term Care Nurses - SEIU 1199 


Purpose:  To establish a standardized process by which SEIU 1199 members can request and obtain approval to attend continuing education training and receive reimbursement where appropriate, which will allow for better tracking and consistency across programs.

Process:  Training opportunities will be provided in accordance with agency policies and within available resources and are subject to Employer approval.  

Approval - Employees shall request approval in the following manner:  

· An employee who identifies a training/workshop/conference they wish to attend, must first obtain prior written approval from their supervisor through email.  The email request from the employee will include the following: training curriculum/syllabus, registration information, cost, location, date(s) and duration (hours each day if multiple days).  

· The supervisor will notify the employee via email if the request is denied due to limited resources or business need, or forward the request on to the Appointing Authority, or their designee, for review and final determination.


· The supervisor will submit an email, for supervisor approved requests, to the Appointing Authority (Regional Administrator/Office Chief) or their Designee, with a copy to their immediate supervisor, if different than AA, RA/OC, along with any additional information related to the training, such as the website, registration information, etc.  If the information is only sent to the designee, such as a local Training Coordinator, the information will be reviewed with the Regional Administrator/Office Chief/Director by the Training Coordinator.  

· Appointing Authority (Regional Administrator/Office Chief) or their Designee will provide the employee with a written determination via email (approval/denial) within 14 calendar days from a properly completed request.  

· If multiple employees request leave for the same training, consideration will be given to those staff who have not recently attended a training/workshop/ conference. 


Payment/Reimbursement - Various registration and systems for payment may include, but are not limited to the following:  


· Depending on the type of training and registration, the Supervisor or Appointing Authority (Regional Administrator/Office Chief), or their Designee will coordinate the registration and payment with the HCS Regional Operations Manager/or RCS appropriate designee.

· Employees may pay for a training/conference up front, with prior approval.   Receipts, confirmation of attendance, and prior approval documentation must be submitted for reimbursement and payment processing.  An A-19 will be prepared by the HCS Regional Operations Manager/or RCS designee for payment processing.  

· The payment will be processed by ALTSA accounting or the Regional Business Centers (RBC) in accordance with processing requirements and timeframes. (Payment processing occurs after verification of attendance and all receipts are received) 

· Payment and registration may be made, when appropriate through the RBC credit card or Regional credit (purchase) cards.  After approval the supervisor will work with HCS Regional Operations Manager/or RCS appropriate designee for processing.


· DSHS Learning Management System (LMS) has both free and for fee training available.  Both require prior approval as noted above.

· Other training the employee may wish to attend, and self-pay for, which the employee may be allowed time off per the CBA. 

Tracking - Employees will complete, in the Leave Tracker system, Leave Type 9064 - Miscellaneous Education SEIU/Coalition, to track education days requested and approved.

Contact Information:  For further information please refer to the SEIU Collective Bargaining Agreement Article 7 – Training and Employee Development, or contact your immediate Supervisor or Appointing Authority.
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