Washington State Quick Tips on Overtime and
7? Y DERIUEn D) socl Work Week Limit for Individual Providers (IP)

& Health Services

Transforming lives

A work week is: Sunday at 12:00am (midnight) to Saturday at 11:59pm
e A work week can cross pay periods
o A work week can cross months
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You will not receive contract actions for working more than your work week limit for:

e Required DSHS training
e Approved Travel Time
o Administrative time

e Paid Time Off (PTO)

How can | avoid contract actions?

e Always plan your work schedule in advance and write it down.

e If the client’s needs change and you have to work a different schedule that affects your work
week limit, contact the client’s case manager immediately.

e Record your work time on your timesheet after each day you work, it may help to also record it
on a paper calendar. Check often to make sure you are staying within your work week limit.

e DSHS has resources available to help you and your employer/client learn more about managing
your schedule to stay within your work week limit. These resources are available at
www.dshs.wa.gov/altsa/IPOT .

How long will contract actions stay on my contract file?

e Each contract action will stay open for 12 months from the date on the top of the contract
action notice. After 12 months, the contract action is closed.

The month identified in the contract action or letter received, is the month you were paid for hours
claimed:

e For example, if the letter states, “This contract action is for hours paid in the month of April,”
this means you were paid in April for claimed hours that you may have worked in the month
before (March).

e Contact the case manager if you have questions about the month you excess claimed in.


http://www.dshs.wa.gov/altsa/IPOT

