Enterprise Services Communication – 5/20/13

What?            Ending Temporary Salary Reduction (TSR) Leave, Ending 3% Temporary Salary Reduction (TSR), and 7/1/13 Salary Schedules Updates 
 Who?            HRMS HR and Payroll Offices
Why?             Collective Bargaining and Expiration of TSR

When?           Distribute immediately 

Message:      Enterprise Services is preparing to implement the required updates to support the Collective Bargaining Agreements of 2011-2013 and 2013-2015 and the expiration of the temporary salary reduction. Please note that the implementation of the 2013-2015 collective bargaining agreements is subject to legislative approval.  The last day of the temporary salary reduction is June 29, 2013, unless superseded by legislative action.  

The following timelines include required actions for both Enterprise Services and agencies:

· Timeline A:  Ending TSR Leave 

· Timeline B:  Ending 3% TSR  

· Timeline C:  7/1/13 Salary Schedule Updates including Step M
Each timeline includes who performs the action, when, and the action description. 

Timeline A: Ending TSR Leave

Enterprise Services will extend the general TSR leave end date to 8/31/13 and will programmatically remove any hours over 16 from employee TSR leave balances (except for DOC Teamsters bargaining unit employees, who will have all hours available until 2/28/14). 

	Who Performs Action?
	When
	Action

	DES 
	4/23/13
	Implemented a program to extend the TSR Leave to 8/31/2013 (2/28/2014 for Teamsters). – Complete

	DES 
	5/4/13
	Executed program to extend the end date of the TSR quota.- Complete

	Agency 
	Ongoing 
	Inform employees that TSR leave can be requested and approved through ESS or HRMS for the 7/1/13 to 8/31/13 timeframe starting May 5th.

	Agency 
	Current – 7/4/13
	Monitor employees’ TSR balances by executing the Attendance System Change Report transaction (ZHR_RPTTM084) to notify those employees at risk of losing TSR leave hours in excess of 16 hours.


	Agency 
	Current –7/4/13
	Until the TSR leave balance has been systematically reduced, monitor any TSR leave submitted for 7/1/13 or after to ensure no more than 16 hours is submitted.  
NOTE: Until the quota is reduced on July 4 the system will allow an employee to request more than 16 hours of TSR leave, including requests for July 1 through 3.  

For agencies using ESS for leave requests: Ensure managers and supervisors understand that balances will not be reduced until July 4.  This means employees will still see balances in excess of 16 hours on July 1.    

	Agency 
	After 6/30/13

	Do not use Date Type 27 TSR LV Eligibility for any future Date Specification Records (IT0041) effective 07/1/2013.  
NOTE:  It is important that the Date Type for TSR LV Eligibility is effective through 06/30/2013.



	DES 
	7/4/13
	DES will run a process to reduce TSR leave balances.  
-- Employee will see the reduction (if applicable) on their July 25 earning statement or through the ESS Leave Tool on 7/4/2013 once the TSR process has completed. 

-- DES will provide agencies with a list of employee whose balances have been reduced and errors that occurred during the process.




Timeline B: Ending 3% Temporary Salary Reduction

For the 2011-13 biennium, a 3 percent temporary reduction was mandated to the base salary of most government employees through 6/29/13. This effort is to re-instate the salary schedules that were in effect prior to 7/1/2011. 

	Who Performs Action?
	When
	Action

	DES
	3/26/13
	Work schedule substitutions added to the Fast Entry (PA71) menu in HRMS.
– Complete


	Agency
	3/26/13 - Ongoing
	Review salaried 24/7 employees to determine work schedule for the 6/16 to 6/30/13 pay period.  Timing to enter work schedules into HRMS is at agency’s discretion but must be completed by 7/3/2013.


	DES 
	5/29/13
	Distribute a list of employees that are Directly Valuated on Basic Pay Infotype 0008 for agencies to review.  


	Agency 
	5/29/13 – 6/14/13
	Review the list of employees Directly Valuated on Basic Pay Infotype 0008 provided by DES and return any additions or removals to DES by 6/14/13.

	DES 
	6/20/13
	Run a process to update Directly Valuated employee salaries based on agency’s list provided back to DES. 


	DES 
	6/21/13
	Distribute the results of the update of Directly Valuated employees to agencies.


	DES 
	6/25/13
	Restore the temporary salary reduction to the salary tables effective 6/30/13.


	Agency
	7/3/13
	Complete entering of work schedule substitutions for 24/7 salaried employees for the 6/16 to 6/30/13 pay period.


	Agency
	7/3/13
	Gap 1 agencies reporting time at the summary level will need to break out any hours worked on June 30, and include an entry for June 30 in cases where time exists.



Timeline C: 7/1/13 Salary Schedules 
Enterprise Services will update the employee Basic Pay Infotype 0008 only for employees eligible for step M on 7/1/13. This includes employees who have been at Step L of the same salary range since July 1, 2007. The proposed rules for non-represented employees mirror the Step M implementation for non-WPEA employees.
	Who performs Action?
	When
	Action

	DES 
	5/7/13
	Distributed communication providing agencies instructions on how to identify employees using Basic Pay History Report for those who may qualify for the additional step M after 7/1/13. Complete

	Agency 
	5/7/13 - ongoing
	Run Basic Pay History Report (ZHR_RPTPAIT08) using DES instructions to identify employees who qualify for Step M after 7/1/13. 


	Agency 
	5/7/13 – ongoing
	Agencies will need to put in the next increase date on the Basic Pay infotype for all of the employees that are at step L and T and are NOT eligible for Step M on 7/1/13. Eligible employees will be moved to Step M through an automated process.

	DES 
	6/21/13
	Identify employees who appear eligible for Step M on 7/1/13 and send a list to agencies for verification.  

	Agency 
	6/21/13 – 7/8/13 
	Review and confirm Step M list so employees eligible for Step M on 7/1/13 will automatically be moved to Step M. 
Non-WPEA Employees: If a non-WPEA employee is NOT eligible, the agency must notify DES by 7/8/13 to exclude the employee.     

WPEA Employees: If a WPEA employee IS eligible, the agency must notify DES by 7/8/13 to include the employee. Otherwise, WPEA employees will NOT automatically be moved to Step M.     



	DES 
	6/25/13
	Implement a new Basic Pay Reason Code, “26-Longevity” to be used when employees are moved to Step M. 


	DES 
	6/27/13
	Implement the 7/1/13 salary tables.


	DES 
	7/11/13
	Run a process to create a new Basic Pay record for employees eligible for Step M on 7/1/13. 

	DES 
	Ongoing 
	Run the next increase process (PID process) to create new basic pay records for employees with a next increase date during the payroll period.  This occurs every payroll process cycle on the evening of Day 1. 


Eligibility questions for represented employees?

Please contact the OFM Labor Relations Division: 

360-725-5154 
labor.relations@ofm.wa.gov
Eligibility questions for non-represented employees?

Please contact the OFM State Human Resources Division:  

(360) 902-7213

rules@ofm.wa.gov
HRMS questions?

Contact Service Center: 
(360) 664-6400
servicecenter@des.wa.gov
