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	Applicability:


	This policy applies to any Department of Youth Services state employee in a residential program except those persons employed through consultant (03) and Provider (07) contracts.


Policy

It is the policy of the Department of Youth Services (“DYS”) that DYS shall comply with any Collective Bargaining Agreements/ Memorandum of Understanding in effect for all bargaining units to ensure adequate coverage in all work locations and to maintain security and safety for both the staff and the residents.
Bargaining Unit 2 and 8 staff may volunteer or be required to work overtime in accordance with this policy and procedure and the referenced Agreements.  Staff shall not be scheduled to work three (3) consecutive shifts, unless approved by the Location Manager or Designee due to an emergency situation. 
Consultants (03) and/or Provider staff (07-Support Staff) shall not be scheduled to work state overtime unless under emergency situations.

No staff shall be assigned to work overtime without receiving their Basic Training certificate within the previous year or completing their required DYS Annual Review. 
Procedures
A. Definitions
1. The following definitions shall have the meanings assigned to them in this policy for purposes of interpreting this policy.
Adequate Coverage:  Staff required to be scheduled at a DYS location in compliance with DYS practice for required staff/client ratios. 
Emergency Situation:  For the purposes of this policy, condition(s) at the location deemed as such by the Location Manager due to weather, health, security and/or safety conditions, including a state of emergency as called by the Commonwealth, requiring a certain number of staff to remain at the location.  
Location Manager: The manager of a DYS or provider agency location.

Mandatory Overtime List:  List of direct care staff by inverse order of seniority assigned to that location and on duty to be used for purpose of covering staffing needs on the next shift when staff coverage cannot be met from regular scheduling or staff from primary and secondary volunteer lists. 
Primary Volunteer List:  List of Unit 2 staff in order of seniority assigned to that program or unit.
Secondary Volunteer List:  Blended list of Unit 2 and Unit 8 employees by region based on seniority that have submitted their names and wish to be contacted for overtime opportunities.
Seniority Date:  The date of hire into DYS.    
2. Terms that are defined Policy #01.01.04, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy #01.01.04 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Utilization of Overtime
1.
A Location Manager or designee is authorized to use overtime for DYS employees in the following circumstances:
a.
A staff member scheduled to work the assigned shift is unable to work his/her assigned shift due to sickness, injury, etc. and such staff member needs to be replaced to meet adequate coverage at that location; and/or 
b.
Due to an emergency situation.
2. Each DYS Location shall establish three overtime lists:  primary volunteer, secondary volunteer and mandatory overtime.
3. All three lists shall be posted and shall be utilized on a rotating basis.

4. Every Shift shall have a Group Worker II or Group Worker III assigned as the supervisor in charge.   A Group Worker I shall not be assigned the sole supervisor responsible to run a shift. Overtime for supervisor positions can only be filled by a Group Worker II or Group Worker III.
C.
Volunteer Overtime 
1.
In the event that a Location Manager or designee determines that adequate coverage cannot be met for a shift, the Location Manager or designee shall be responsible for securing staff to maintain adequate coverage.  
2. Unit 2 and Unit 8 employees seeking overtime opportunities shall sign up with the DYS manager or designee within their region one week in advance of when the overtime may be offered.  When signing up for overtime, employees shall review the calendar for the following week and indicate the days on which they wish to be called for overtime.  

3. If an employee from the primary or secondary volunteer list chooses not to work an overtime shift, he/she shall inform the Location Manager or designee at least one hour prior to the start of the scheduled overtime shift that he/she chooses not to work overtime at that time.

4.
The Location Manager or designee shall first contact employees in order by seniority on the primary volunteer list either at the number provided by the employee on the sign up sheet or at the work location up to one (1) hour before the beginning of the shift for which overtime is needed.

5. In the event that coverage is needed less than one hour prior to a shift, the Location Manager or designee shall offer overtime to those employees currently on duty and then all others in the unit descending according to seniority.   
6. If no employee currently on the primary volunteer list, or on duty as described in C.5., is willing to work overtime then the Location Manager or designee will move to the secondary volunteer list.  
7.
If no employee from the secondary volunteer list is available to work the overtime then the Location Manager or designee will utilize the mandatory overtime list to identify staff to work the overtime.
8.
Location Manager or designee may mandate an employee to stay beyond the end of his or her shift until voluntary relief is secured.   Such employee is the one with the least seniority on a rotating basis.  
D.
Mandatory Overtime 

1. When the Location Manager or designee cannot secure overtime coverage from the primary or secondary overtime list, he/she shall utilize the mandatory list to identify the staff that is next to work mandatory overtime. 

2. Employees who are notified to work a mandatory overtime must remain at the work location, until the completion of shift or until the Location Manager or designee determines that it is safe, secure and adequate for the location to allow the staff to leave.

3. If more than one staff member are notified to work a mandatory overtime shift, and the shift no longer requires an additional staff member, the staff member with the most seniority will be able to leave, if the option is available.

4. Employees who are on authorized vacation, personal, holiday, compensatory or sick time will be excluded from the mandatory overtime list for the duration of their approved leave.

5. An employee who is mandated to work the unit for at least one hour shall satisfy their mandatory overtime obligations and rotate to the bottom of the mandatory list.
E.
Discipline
Failure to comply with any and all directives issued in accordance with the above procedures may constitute insubordination and may result in disciplinary action up to and including suspension or discharge from the Department.
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