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ARTICLE 16 1 
HOURS OF WORK 2 

16.1 Definitions 3 

A. Full-time Employees4 

Employees who are scheduled to work forty (40) hours per workweek.5 

B. Part-time Employees6 

Employees who are scheduled to work less than forty (40) hours per7 

workweek.8 

C. Workday9 

One of seven (7) consecutive, twenty-four (24) hour periods in a workweek.10 

D. Work Schedules11 

Workweeks and work shifts of different numbers of hours may be12 

established by the Employer in order to meet business and customer service13 

needs, as long as the work schedules meet federal and state laws.14 

E. Work Shift15 

The hours an employee is scheduled to work each workday in a workweek.16 

F. Workweek17 

A regularly re-occurring period of one hundred and sixty-eight (168) hours18 

consisting of seven (7) consecutive twenty-four (24) hour periods.19 

Workweeks will be designated by the Appointing Authority. If there is a20 

change in their workweek, employees will be given written notification by21 

the Appointing Authority.22 

G. The definition of work, for overtime purposes only, includes:23 

1. All hours actually spent performing the duties of the assigned job;24 

2. Travel time required by the Employer during normal work hours25 

from one (1) work site to another or travel time outside the26 
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employee’s normal work hours to a different work location that is 1 

greater than the employee’s normal home-to-work travel time; 2 

3. Vacation leave; 3 

4. Sick leave; 4 

4.5. Compensatory time;  5 

5.6. Holidays; and  6 

6.7. Any other paid time not listed below. 7 

H. Work does not include: 8 

1. Shared leave; 9 

2. Leave without pay; 10 

3. Additional compensation for time worked on a holiday;  11 

4. Time compensated as standby, callback, or any other penalty pay; 12 

or 13 

5. Under Article 17.2.I, paid sSick leave used under RCW 49.46.210 14 

or other paid leave used in accordance with the Family Care Act 15 

under RCW 49.12.265 16 

I.  Telework 17 

1. Telework is the practice of using mobile technology to perform 18 

required job functions from home, a state satellite location or 19 

another management approved location. 20 

 21 

16.2 Determination 22 

The Employer will determine whether a position is scheduled work period, non-23 

scheduled work period or overtime-exempt, except as provided in Article 17.3 and 24 

17.4. 25 
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16.3 Scheduled Work Period Employees 1 

A. Regular Work Schedules 2 

The regular work shift for scheduled work period employees will consist of 3 

either:  4 

1. Five (5) consecutive uniform work shifts of not more than eight (8) 5 

consecutive hours of work (excluding any meal period) in a twenty-6 

four (24) hour period followed by two (2) consecutive days off;  7 

2. Four (4) consecutive uniform work shifts of not more than ten (10) 8 

consecutive hours of work (excluding any meal period) followed by 9 

three (3) consecutive days off; or 10 

3. A work shift pattern composed of not more than twelve (12) 11 

consecutive hours of work (excluding any unpaid meal period) 12 

arranged in consecutive uniform work shifts followed by three (3) 13 

or four (4) consecutive days off (alternating every other week). This 14 

section shall only apply to new units that are not opening in 15 

conjunction with or contemplation of a closure of another unit. The 16 

vacant positions will be filled in accordance with Article 19. 17 

B. Alternate Work Schedules 18 

Alternative work schedules must comply with federal and state laws. 19 

Alternate work schedules constitute all schedules other than schedules listed 20 

in Subsection 16.3 A and schedules for overtime eligible nurses of not more 21 

than eighty (80) hours within a fourteen (14) day work period. 22 

1. The Employer and Union agree this Section allows for the 23 

establishment of alternative work schedules by mutual agreement 24 

between the Appointing Authority and the employee(s) requesting 25 

the alternate work schedule. If a request is approved, the Employer 26 

will notify the Union at least seven (7) days in advance of the 27 

effective date of the new schedule. 28 
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2. By mutual agreement, the Employer and the Union may also 1 

establish alternate work schedules. Requests and responses shall be 2 

in writing. 3 

C. Employer Initiated Schedule Changes 4 

1. The Employer will provide scheduled work period employees with 5 

seven (7) calendar days’ notice of a shift and/or days off change 6 

unless the change is at the written request of the employee. 7 

a. If the Employer changes the assigned hours or days of 8 

scheduled work period employees without giving them at 9 

least seven (7) calendar days’ notice of the change, 10 

employees will be paid for all time worked outside the 11 

scheduled hours or days at the overtime rate for the duration 12 

of the notice period.  13 

b. When changes in employees’ assigned hours or days are 14 

made without proper notice, employees may work their 15 

scheduled hours or days unless the Employer deems that: 16 

i. The employees are unable to perform satisfactorily 17 

as the result of excessive overtime hours; or 18 

ii. The work that normally would have been performed 19 

within the scheduled hours or days cannot be 20 

performed. 21 

c. The Employer is not obligated to pay for those scheduled 22 

hours or days not worked, unless the employee is on an 23 

authorized leave of absence with pay. 24 

d. Overtime pay and shift or schedule change pay will not be 25 

paid for the same incident. 26 
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e. Employees who receive shift change notices to attend 1 

training will be provided at least eight (8) hours off-duty 2 

between the end of shift and the start of their next scheduled 3 

shift, unless mutually agreed otherwise. 4 

D. Emergency Schedule Changes 5 

In the event of an emergency, such as fire duty, riots, etc., contingency 6 

scheduling in accordance with Article 18, Extended Duty Assignments, will 7 

apply. 8 

E. Employee-Requested Schedule Changes 9 

Scheduled work period employees’ workweek and work schedule may be 10 

changed at the employee’s request and with the Employer’s approval, 11 

provided the Employer’s business and customer service needs are met. 12 

16.4 Non-Scheduled Work Period Classifications 13 

Conditions of employment may necessitate adjustment of hours by such employees 14 

within forty (40) working hours within the workweek. Non-scheduled work period 15 

employees are expected to observe normal working hours unless work requirements 16 

call for varying the schedule to complete duties within the forty (40) hour 17 

workweek as agreed to by the supervisor prior to deviation from the normal work 18 

hours. With prior approval, non-scheduled work period employees may be allowed 19 

to adjust their work hours. 20 

16.5 Overtime-Exempt Employees 21 

Overtime-exempt employees are not covered by federal or state overtime laws. 22 

Compensation is based on the premise that overtime-exempt employees are 23 

expected to work as many hours as necessary to provide the public services for 24 

which they were hired. These employees are accountable for their work product, 25 

and for meeting the objectives of the Agency. The Employer’s policy for all 26 

overtime-exempt employees is as follows: 27 
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A. The Employer determines the products, services, and standards, which must 1 

be met by overtime-exempt employees. 2 

B. Overtime-exempt employees are expected to work as many hours as 3 

necessary to accomplish their assignments or fulfill their responsibilities 4 

and must respond to directions from management to complete work 5 

assignments by specific deadlines. Overtime-exempt employees may be 6 

required to work specific hours to provide services, when deemed necessary 7 

by the Employer. 8 

C. The salary paid to overtime-exempt employees is full compensation for all 9 

hours worked. 10 

D. Employees will notify their supervisors when they adjust their work hours 11 

to accommodate the appropriate balance between extended work time and 12 

offsetting time off. Where such flexibility does not occur or does not 13 

achieve the appropriate balance, and with approval of the Appointing 14 

Authority or designee, overtime-exempt employees may accrue exchange 15 

time for working in excess of forty-five (45) hours in a workweek. Such 16 

approval will not be arbitrarily withheld. Exchange time may be accrued at 17 

straight time to a maximum of one hundred twenty (120) hours. Exchange 18 

time has no cash value and cannot be transferred between facilities or other 19 

agencies. 20 

E. If they give notification and receive the Employer’s concurrence, overtime-21 

exempt employees may alter their work hours. Such concurrence will not 22 

be arbitrarily withheld. Employees are responsible for keeping management 23 

apprised of their schedules and their whereabouts. 24 

F. Prior approval from the Employer for the use of paid or unpaid leave for 25 

absences of two (2) or more hours is required, except for unanticipated sick 26 

leave. 27 
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G. Upon approval by the Secretary or designee for emergency operations, 1 

employees in overtime-exempt positions who have accrued the maximum 2 

exchange time identified in Subsection D above may be eligible for critical 3 

incident pay at the straight time rate for all hours worked in excess of forty-4 

five (45) hours in a workweek. 5 

16.6 Scheduled Days Off 6 

Except in cases of emergency, no employee will be required to return to their place 7 

of employment on their scheduled day off. 8 

16.7 Shift Exchange 9 

The Employer and the Union agree that shift exchanges are a useful process to 10 

allow employees more flexibility and improved work/life balance. Employees 11 

within an institution who have the same job classification will be allowed to 12 

exchange full shifts for positions in which they are qualified. The shift exchange 13 

process will not be used to circumvent the bid system or the supervisory chain of 14 

command. Shift exchanges will be in accordance with the following: 15 

A. Request for shift exchanges will be submitted seven (7) calendar days in 16 

advance of the exchange, when practicable. 17 

B. Requests for shift exchanges will be considered on a case-by-case basis. 18 

The requested shift exchange is voluntary, and is agreed to in writing by 19 

both employees, and approved in writing by the supervisor(s). Requests for 20 

shift exchanges will be submitted to the appropriate Appointing Authority 21 

or designee for approval.  22 

C. Shift exchanges may be denied. If denied, the employee will be provided 23 

the reason(s) in writing. 24 

D. Employees will not submit requests for shift exchanges which would result 25 

in overtime. Each employee will be considered to have worked their regular 26 

schedule. 27 
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E. For shift exchanges that occur on an employee’s designated holiday, the 1 

employee who is regularly scheduled to work on that holiday will receive 2 

the holiday compensation, regardless of who physically worked on that day. 3 

F. The failure of an employee who has exchanged shifts to work the agreed 4 

upon shift without appropriate cause may be a basis for disciplinary action. 5 

16.8 Hours of Work for Scheduled Work Period Employees 6 

A. Shift Start 7 

The shift will start at the beginning of the employee’s scheduled hours of 8 

work at the location designated by Management, provided that the location 9 

designated by Management will not require the employee to perform work 10 

related activities (including security screenings, attendance, chit or 11 

equipment exchange, or pass-down) prior to the shift start time.  12 

B. Scheduled Work Period Employees’ Unpaid Meal Periods 13 

The Employer and the Union agree to unpaid meal periods that vary from 14 

and supersede the unpaid meal period requirements required by 15 

WAC 296-126-092. Unpaid meal periods for employees working more than 16 

five (5) consecutive hours, if entitled, will be a minimum of thirty (30) 17 

minutes and will be scheduled between the second and fifth hour of the shift 18 

at a time designated by the Employer. (For employees on a ten and one-half 19 

[10½] hour shift, the lunch period will be scheduled between the third and 20 

sixth hour of the shift at a time designated by the Employer.) Employees 21 

may leave the facility during the unpaid meal period via authorized routes. 22 

Employees who pass through master control will be allowed a brief amount 23 

of duty time to get from their post to master control and to return to their 24 

post from master control. Employees may be assigned duties to perform 25 

during this time. If the Employer requires an employee to maintain radio, 26 

phone, or pager contact during the unpaid meal period, the employee will 27 

be in standby status. 28 
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C. Interrupted Unpaid Meal Period 1 

When an employee’s unpaid meal period is interrupted by a directive from 2 

a supervisor to perform any work related activity, or the employee responds 3 

to an emergency consistent with Emergency Response procedures, the 4 

employee may be entitled to receive another thirty (30) minute meal period, 5 

if that meal period can be initiated no later than the fifth hour of the shift. 6 

(Sixth hour in the case of employees on the ten and one-half [10½] hour 7 

shift.) In the event an employee is unable to complete the unpaid meal 8 

period, due to operational necessity, the employee will be entitled to 9 

compensation for the entire thirty (30) minute meal period. Meal periods 10 

may not be used for late arrival or early departure from work and meal and 11 

rest periods will not be combined. 12 

D. Double Shifts and Meal Periods 13 

When an employee works a double shift, the Employer will not require the 14 

employee to take an unpaid meal period during the additional shift. 15 

Employees will be permitted to eat intermittently as time allows during their 16 

shift while remaining on duty. 17 

E. Scheduled Work Period Employee Paid Meal Periods for Straight Shift 18 

Schedules 19 

The Employer and the Union agree to paid meal periods that vary from and 20 

supersede the paid meal period requirements of WAC 296-126-092. 21 

Employees working straight shifts will not receive a paid meal period, but 22 

will be permitted to eat intermittently as time allows during their shifts 23 

while remaining on duty. Paid meal periods for employees on straight shifts 24 

do not require relief from duty. 25 

F. Scheduled Work Period Employee Rest Periods 26 

 The Employer and the Union agree to rest periods that vary from and 27 

supersede the rest periods required by WAC 296-126-092. Employees will 28 

be allowed rest periods of ten (10) minutes for each one-half (1/2) shift of 29 
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four (4) or more hours worked at or near the middle of each one-half (1/2) 1 

shift of four (4) or more hours. Rest periods do not require relief from duty. 2 

Where the nature of the work allows employees to take intermittent rest 3 

periods equivalent to ten (10) minutes for each one-half (1/2) shift, 4 

scheduled rest periods are not required. Rest periods may not be used for 5 

late arrival or early departure from work and rest and meal periods will not 6 

be combined. 7 

16.9 Telework Position Eligibility 8 

The Employer will document and maintain approved telework requests on 9 
an agency telework agreement.  Employees may appeal a denied request 10 
through their Appointing Authority.  Approved telework agreements will 11 
include the following: 12 

1. No change in the employee’s duty station solely due to the 13 
telework agreement; 14 
 15 

2. Approved telework agreements shall terminate upon transfer to a 16 
new division or work unit; 17 

 18 
3. Transferring employees must submit a new request; 19 

 20 
4. Telework agreements, and any modification, will be kept on file at 21 

the employee’s primary worksite and in the employee’s official 22 
personnel file. 23 

 24 

The Employer may require an employee to attend meetings in person or 25 
report to the office/field on an approved telework day.  The Employer will 26 
consider the employee’s personal and family needs. 27 

The Employer reserves the right to determine if a position’s duties are 28 
eligible for telework and the frequency of teleworking.  The Employer may 29 
revise or rescind a position’s eligibility for telework with seven (7) days 30 
notice due to any of the following: 31 

1. Business needs; 32 
 33 

2. Customer service needs;  34 
 35 

3. Documented Pperformance and/or attendance concerns; or 36 
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 1 
4. Failure to comply with the terms of the telework agreement. 2 
 3 

The approval, modification, or termination of a telework agreement is not 4 
subject to the grievance procedure. 5 

 6 
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