Enterprise Services Communication – 02/20/13

What?            Plan for ending the Temporary Salary Reduction and TSR Leave 

Who?             HRMS HR and Payroll Offices
Why?             Inform agencies of the plan to end the Temporary Salary Reduction and TSR Leave  

When?           For immediate distribution
Message:  We have received a number of inquiries about how we would conduct the ending of the 3 percent Temporary Salary Reduction and the related Temporary Salary Reduction (TSR) leave program. We have outlined the proposed processes below.  Please plan to attend the Feb. 27 Personnel/Payroll Association (PPA) meeting for a more detailed discussion and an opportunity to ask questions. 

Background:
For the 2011-13 biennium, a 3 percent reduction was mandated to the base salary of most state government employees. The reduction is scheduled to be in effect through June 29, 2013.  

In addition to the salary reduction, TSR leave has been granted to state employees who are subject to the 3 percent salary reduction. TSR leave cannot be earned after June 30, 2013.  Employees must use all except 16 hours of TSR leave prior to June 30, 2013.  The remaining 16 hours must be used by the end of August 2013.

Exception:  Employees covered by the Teamsters collective bargaining agreement can carry over all remaining TSR leave balances. For this group, all TSR leave must be used by the end of February 2014.  


How we will end the temporary 3% salary reduction:

· Enterprise Services will load an updated General Service Salary Schedule and Special Salary Schedules with a June 30, 2013 effective date.
· All indirectly valuated employees’ basic pay will be automatically updated by Enterprise Services via table updates according to the General Service Salary Schedule and Special Salary Schedules.
· Enterprise Services will provide a list of the directly valuated employees (e.g. WMS/EMS) for agency review. 
· Enterprise Services will run a program to increase directly valuated employees’ salaries by 3%.
· Enterprise Services will validate the end date for the 3% rate restoration for Overtime and Leave Buyouts to ensure the rate restoration will end at the appropriate time. 
What agencies will need to do:

· Review the lists of the directly valuated employees and complete required actions (instructions will be supplied).

· Enter work schedule substitutions for salaried 24/7 employees since two rates of pay will exist for the June 16-30 pay period. (Enterprise Services will provide instructions for using PA71 to enter work schedule substitutions for multiple employees at a time.)

· 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.


How we will end TSR Leave:
· Enterprise Services will extend the general TSR leave end date to 8/31/13. Our intent is to extend the end date within the April-May timeframe. We will provide a firm date when evaluation is complete.

· A retro time evaluation will be run and redistribution made for each employee.  

· Enterprise Services will provide agencies with a list of employees with errors from the redistribution process. 

· On day 4 of payroll processing for the July 10 payroll, Enterprise Services 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).  

· Enterprise Services will provide agencies with a list of employees with errors from the TSR leave reduction process.  

What agencies will need to do:

· Notify supervisors and employees that until the end date for TSR leave is extended, no future dated TSR Leave requests (dated after 6/30/13) can be entered in ESS Leave or HRMS. 

· Once the end date has been extended, TSR leave can be requested and approved through ESS or HRMS for the 7/1/13 to 8/31/13 timeframe.

· Determine a work plan for managing TSR leave requests until the system allows TSR entries for 6/30/13 forward.  

· 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. 

· If an employee has approved requests in excess of 16 hours, an error will be created during the TSR leave reduction process.  The agency will need to work with the employee and supervisor to correct such issues.

· Enter manual adjustments for TSR leave requests received after the TSR balance has been reduced to the 16 hours.   


Additional communications:
The Office of the State Human Resource Director and Enterprise Services will create a central information point for HR and Payroll professionals and for state employees in general on the state HR website (hr.wa.gov).  Additional communications will also be crafted for state employees.
Questions? Contact:
Service Center: (360) 664-6400

Email Contact: ServiceCenter@DES.WA.GOV
