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	January 7, 1992�PRIVATE ��





MEMO TO:  	Administrative Staff


         		Department & Nurse Managers





FROM:     	J. W. Glezen, Personnel Director





SUBJECT:  	Policy Memo #1, Payment of Shift Differential 





In order for us to prepare our payroll system for and implement the new shift differentials for all positions, it is necessary to identify the added positions that will be now be eligible for evening and night shift differential.  Please list those positions on the attached form and return them to me by Monday, January 18th.  In order for you to identify those positions I have defined below the criteria that should be used to determine the eligibility for shift differential pay.  If you expect no positions to qualify, please submit a negative report.





I.  Positions eligible for shift differentials:





	A.	For evening, night, and holiday differentials, all hourly paid positions (and certain selected salaried positions).





	B.	For weekend differentials, designated positions (generally professional level positions).





II.	Schedules eligible for shift differentials:





	A.	For the entire shift to qualify for evening shift:





		starting time of the shift must be at least 3:00 PM.


	*or*


		If the shift begins before 3:00 PM it may qualify for evening differential if it begins no earlier than 2 PM and ends no earlier than 8:00 PM.	 





	B.	For the entire shift to qualify for night shift:


		starting time of the shift must be at least 11:00 PM, but earlier than 5:00 AM.


	*or*


		If the shift begins before 11:00 PM it may qualify for night differential if it begins no earlier than 10 PM and ends no earlier than 4:00 AM.	 





	C.	For the shift to qualify for weekend differential it must fall within the 1st shift, Saturday and the 3rd shift, Sunday.


�
												


	D.	For the shift to qualify for holiday differential it must fall within the 1st shift and the 3rd shift on the designated holiday.  (For calendar holidays that fall on a Saturday or Sunday, and a Friday before or Monday after is considered the "observed" holiday; for positions that are in departments that continue operations on weekends and holidays, the holiday differential may be paid for either the calendar holiday or the "observed" holiday but cannot be paid for both days.)	


													


III.	Payment of shift differential when working over from scheduled shift into the next shift.





	When employees work beyond the end of their scheduled shift, they will continue to receive, for those hours worked into the following shift, the appropriate differential[s], if any, for the scheduled shift.  Once they have worked at least two (2) hours into the following shift, they will then receive for those hours worked into the following shift the differential[s] appropriate for that shift. 





	EXAMPLES:





	Employee A is scheduled to work day shift (7 AM � 3:30 PM)  but works until 5 PM (1.5 hours into the 2nd shift).  This employee would receive no shift differential.  If she worked until 5:30 then she would receive 2 hours of evening differential.





	Employee B is scheduled to work evening shift (3 PM � 11:30 PM), but works until 12:30 AM the next morning.  This employee would receive 9 hours of evening shift differential.  However, if she worked until 1:30 AM, she would receive only 8 hours of evening differential, but would then also receive 2 hours of night differential.





	Employee C is eligible for weekend differentials and is scheduled to work night shift Friday (11 PM � 7 AM), but works until 8 AM Saturday morning.  This employee would receive 9 hours of night shift differential.  However, if she worked until 9 AM Saturday morning, she would receive only 8 hours of night differential, but would also receive 2 hours of weekend differential.
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