(HSAA/Multi Employer) Workload Appeal Process

Guidelines for Employees and Managers of the HSAA/Multi-Employer Collective Agreement
2024-2028

Overview

The HSAA Multi-Employer Workload Appeal Process is a structured, resolution-focused
process intended to address ongoing, systemic, and long-term workload concerns of 60
days or more that may impact healthcare services:

These Guidelines clarify expectations for Employees and managers at each stage of the
process, consistent with the Letter of Understanding #49 establishing the Workload Appeal
Process.

Identifying a Workload Concern
Purpose of This Step

To recognize and articulate a workload concern related to supports, equipment and time
available to complete tasks.

Guidelines for Employees

¢ Aworkload concern may be identified where Employees believe that support,
equipment, or time are insufficient to complete assigned work.

¢ Concerns should focus on system conditions, not individual performance.
¢ Indicators of a workload concern may include:
o persistent understaffing or inappropriate skill mix
o sustained time pressure affecting task completion
o increased reliance on overtime or incomplete work
Work pace that compromises attention, recovery time, or safe work practices
Guidelines for Managers
e Managers recognize that early identification of workload concerns support:
o healthy work environments

o staff retention.
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¢ Concerns should not be dismissed as normal pressure or individual coping issues
without examination.

Step 1 -Discussion of the Workload Concern

Purpose of This Step

To promote informal discussion and resolution at the local level.
The Parties are expected to:

o engage respectfully and in good faith,
o listento and clarify the concern,
o explore reasonable local solutions.

The Employee(s) shall be paid their Applicable Rate of Pay for attending the informal
discussion meeting.

Guidelines for Employees

e Employees will request a workload discussion with their out-of-scope
supervisor/manager through the union workload appeal webpage.

o Employees will discuss the workload concern with their immediate out of scope
supervisor/manager.

e Should discussions with the manager not be scheduled and completed within a
reasonable period of time the employee can contact their union for assistance.

e Employees are encouraged to:
o describe workload concerns and the impact on themselves and or others
o identify contributing system factors,
o suggest potential solutions where possible.

e This discussion is a required step before proceeding with a formal workload
evaluation. If there is a group of employees with the same workload issue(s), it can
be submitted and considered as 1 response.

e Timelines for a response or update on the discussion should be discussed and
clarified at the time of the meeting.

e Employees may request a Union representative(s)be present for these discussions.
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¢« Notes of the conversation including the following should be documented:

o Date of discussion
o Concerns and supporting details of workload discussed
o Next steps identified and timelines, as committed to by manager.

Guidelines for Managers
Managers will:
¢ Provide timeline(s)for a response or update on the discussion at the time of the

meeting.

¢ Maintain notes of the discussion for follow up with the Employee(s) that raised the
concern.

e Contact their HRBP Advisor who can attend the informal discussion.

¢ Asummary of the discussion and outcome should be reported to the Employee(s)
and HSAA by the Manager.

Step 2 - Level 1: Formal Workload Evaluation (Manager)
Purpose of This Step

To conduct a formal evaluation of an eligible workload concern.
Guidelines for Employees

o Aformalworkload evaluation may be requested in writing by an Employee or group
of Employees through the HSAA Workload Reporting tool on the HSAA website.

e The concern must be:
o onhgoing,
o systemic,
o long-term in nature, and
o present for a minimum of sixty (60) days.

e Written submissions should include:
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o description of the workload concern,
o contributing workload factors (support, equipment, time),
o proposed solutions, where possible.

¢ Employees shall meet with the manager as part of the evaluation and Employees
shall have Union representative(s) present for these discussions.

Guidelines for Managers
¢ Managers (or designate) must:
o meet with the Employee(s) and Union representative(s),
o review relevant workload information,
o review available data and best practices related to workload under review
o consider contributing system factors,

o provide a written response within 21 days following the meeting and indicate
appropriate leader for the Level 2 Review.

¢ Theresponse should:
o Be asummary of findings,
o Detail Information and analysis performed
o Actions to be taken, or
o Explainif changes are not proposed.

¢ Theintentis meaningful assessment and problem-solving.

Step 3 -Level 2: Director Review

Purpose of This Step

To provide a broader system-level review where workload concerns remain unresolved.
Guidelines for Employees

¢ Requests for Level 2 review must be submitted within seven (7) days of the Level 1
response. The request must be made through the HSAA Workload Reporting tool on
the HSAA website.
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e Therequest should clearly outline:
o whythe concern remains unresolved,

o limitations of the Level 1 response.

Guidelines for Directors
o review the workload concern and prior response,
o consider program-wide and cross-operations implications,

o review available data related to workloads and best practices related to

workloads

¢ Awritten response must be provided within fourteen (14) days of receipt and
indicate appropriate leader for the Level 3 Review

Step 4 - Level 3: Senior Operating / Program Officer Review
Purpose of This Step

To provide final organizational-level review of unresolved workload concerns.

Guidelines for HSAA Members

¢ Requests for Level 3 review must be made within seven (7) days of the Level 2
response. The request must be made through the HSAA Workload Reporting tool on
the HSAA website.

e Thislevelis appropriate when:
o systemic workload risks persist, and
o earlier reviews did not result in mitigation.
Guidelines for Senior Operating / Program Officers
o conduct a final review,
o consider organizational and system-wide impacts,

o issue a written decision within twenty-one (21) days.
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e This decision represents the final determination under the Workload Appeal
Process.

Dispute Resolution and Additional Notes
Guidelines for Both Parties

¢ Timelines within the Workload Appeal Process may be extended only by mutual
agreement.

¢ Anemployee or group of employees may only file a subsequent workload appeal for
the same concern when substantive changes or additional information becomes
available from the previous review.

e The process steps and timelines of the Workload Appeal Process are subject to the
grievance procedure.

e Thefinal decision of a workload evaluation is not subject to grievance, reinforcing
the evaluative and preventative nature of the process.

e The process must not be used in a way that discourages Employees from raising
legitimate workload concerns.

Shared Expectations
Across all steps:
¢ Discussions must occur respectfully and in good faith.
¢ There will be no reprisal for anyone as a result of this process
o The Parties will engage in meaningful discussions with respect to workload issues.

e Sharing of relevant data related to workloads with all parties prior to discussion
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