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Thank you for joining our
Secure Scheduling Webinar.
Before we begin, please mute
your microphone!

Z
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Seattle Labor Standards

Minimum Wage

. Wage Theft

Paid Sick and Safe Time

Fair Chance Employment

. Secure Scheduling

Hotel Employees Health and Safety Initiative

Domestic Workers Ordinance

© N O VAW N R

. Commuter Benefits Ordinance
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206-256-5297

Employers
Business.laborstandards@seattle.gov

Workers
Workers.laborstandards@seattle.gov
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ON-LINE RESOURCES

http://www.seattle.gov/laborstandards/ordinances/secure-scheduling

Seattle.gov —
Mayor Edward B. Murray Q Search = Menu

Ordinances Secure Scheduling Ordinance

Paid Sick and Safe Time

Secure Scheduling

Workplace Poster
Fair Chance Secure Scheduling in Seattle:

Employment predictable schedules at work

Minimum Wage Beginning July 1, 2017, Seattle has new Secure Scheduling requirements

for hourly employees who work at large food services and retail
establishments within Seattle city limits (SMC 14.22).

Wage Theft

» Secure Scheduling

The law applies to:
Contact_SSO

= Retail and food service establishments with 500+ employees worldwide; and

Hotel Employees Health
and Safety Initiative

= Full service restaurants with 500+ employees and 40+ full-service restaurant
locations worldwide.

2016 Amendments

Upcoming Training »
Subscribe to Key Requirements »
Malling List Resources »
Email*

First Name*

Last Name*

2017 Workplace Poster

For more information about Secure Scheduling:

2017 Seattle Labor Standards Ordinances
I L _Call 206-684-4500. »
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ON-LINE RESOURCES

http://www.seattle.gov/laborstandards/ordinances/secure-scheduling

Links to Ordinance

Gﬂ% Office of Labor Standards

SECURE SCHEDULING ORDINANCE
wcan

Links to Administrative Rules

* Power point presentations
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HOURLY EMPLOYEES
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Large Food Services & Retail

1. Type of Business

** Retail =2012 or 2017 NAICS code 441 through 453998

OO0

*¢* Food Service = 2012 or 2017 NAICS code 722

2. Size of Business

** 500+ employees worldwide

** Full Service Restaurants = 40+ restaurant locations
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NAICS Code

https://www.census.gov/eos/www/naics/

“* North American Industry Classification System

i arm Fare: CamEus 0oy - EUEInaLE & Incu:

HAIGE . NAICE SamramTooS

North American Industry Classification System

NAICS Search:

Enter keyword or 246 digit code
|

Enter keyword or 2-5 digit code
|

Enter keyword or 28 digit code
2007 NAICS Sesrch

Reference Files

T NAICS

2 MAICS

NAICS

2 NAICS

1997 NAICS

Cencordancas

= Downleadable Files

o NAIGS Update Process Faat
Sheet [PDF. 37KB]

Contact Us
3l Us

NRAICS

Census

Topics
Pogulation,

Geography
Mg, Produtc

Library
Infograpi

Data SurveysiPrograms  Mewsroom
Mews, Bloor

o, Publioaices  Tools, Davelopars  Recpond, Survey Duia

2012 NAIC S Definition

T = Canadian, Mexican, snd United Ststes indusiries sre comparsble
Search results for: 72

Number of records found: 34

72 Accommeodation and Food Services™

721 Accommodation”

7211 Traveler Accommodation”

T2111 Hatels (except Casino Hotels) snd Motels™

110 Hotels (except Casino Hotels) and Motels
12112 Casino Hotels™
190 Casine Hotels

I211% Other Traveler Accommeodation”
721191 Bed-snd-Sreakfast Inns
721168 All Other Traveler Accommodstion

I212 RV {Recreational Vehicle] Parks and Recreational Camps

RV (Recrestional Vehicle) Parks and Recreational Gamps”™
1211 R\ {Recrestionsl Vehici) Parks and Cempgrounds
721214 Recrestionsl snd Vecstion Camps (sxcect Camogrounds)
7213 Rooming and Boarding Houses”
12121 Rooming and Boarding Houses
721310 Rooming and Boarding Houses
722 Food Services and Drinking Places”
7223 Special Food Services™
Food Service Contractors”
Food Service Confractors
32 Caterars’

22320 Cateress

Mobile Feod Senvices”
722330 Mobile Food Sarvices

7224 Drinking Places (Alcoholic Beverages)™
72241 Drinking Places (Alcoholic Baversges)™
722410 Drinking Places (Alcoholic Beversges)
7225 Restaurants and Other Eating Places”
12251 Restsurants and Other Eating Places’
22511 Full-Service Restaurants

513 Limitec-Service Restsurants.

722514 Casfeteriss. Grll Buffets. and Buffets

723515 Snack and Monalooholic Seversge Bars

Office of Labor Standards 9

2012 NAICS Definition

T = Canadian, Mexdcan, and United States industries are comparable.

Search results for: 72
MNumber of records found: 34

72 Accommodation and Food Services'
72  Accommodation”

2191 Trawveler Accommodation”

72111 Hotels (secept Casing Hotels) and Motels™
721110 Hotels (except Casino Hotels) and Motels

72112 Casino Hotels™

721120 Casino Hotels

12118 Other Traveler Accommadation’
721181 Bed-and-Breakfast Inns

721129 Al Cther Traveler Accommaodsation

City of Seattle




NAICS Code--Seattle Business license

https://www.seattle.gov/licenses/find-a-business

FIND A BUSINESS

Meed to look up a business? Search the database for licensed Seattle businesses. You can search by business name, industry type or zip code.
The Seattle business license tax certific ate database shows you the following information about a business:

+ legal name

« trade name ("doing business as”)

= main location address

s phone number

= license tax certificate expiration date

= industry type and Standard Industrial Code (SIC)

City of Seattle Business License Database

Search by Company Name
Ifyou are entering a partial name, please provide as many characters as possible.

Legal Name or Trade Name contains: ',E\[c_m.ciMcF_’he? | | Search

Search by Business' Physical Address B

Business’ physical address contains: [_ - | Search

Search by Commaodity (NAICS Code)
| Abrasive Product Manufacturing v || search |

Search by Zip Code/Neighborhood
| Alki (98116) v || Search
« View the number of Seattle Businesses in the 100 most popular Morth American Industry

Classification System Codes
« View alist of all North American Industry Classification System Codes and their descriptions

For mere information on the Business License Database email: tax@seattle gov

12/14/2018 Office of Labor Standards 10 .- CEty Of Seattle




NAICS Code--Seattle Business license

https://www.seattle.gov/licenses/find-a-business

FIND A BUSINESS

Meed to look up a business? Search the database for licensed Seattle businesses. You can search by business name, industry type or zip code.
The Seattle business license tax certificate database shows you the following information about a business:

+ legal name

+ trade name ("doing business as")

» main location address

+ phone number

+ licensze tax certificate expiration date

+ industry type and Standard Industrial Code (SIC)

City of Seattle Business License Database

Your search found 1 Businesses named Archie McPhee Back to Search
Follow the links below to view a list of companies with the same NAICS code

Customer # (Business license #) - 596812
Legal Mame: ACCOUTREMENTS LLC Trade Name: ARCHIE MCPHEE
4500 STONE WAY N SEATTLE, WA 393103
MAICS: 453220, Gift, Movelty, and Souvenir Stores
License types:
BUSIMESS LICENSE Renewal Date: 12/31/2016 Phone: (425) 349-3838
SCANNING SYSTEM: 4 OR MORE Renewal Date: 12/31/2016 Phone: (425) 343-3333
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Scheduling Requirements

. Advance notice of schedule

. Pay for schedule changes

. Good faith estimate of work schedule
Right to request input into work schedule

Right to rest between work shifts

o U A W N R

. Access to hours for current employees
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Advance notice of work schedule

Employer provides work schedule

14 days in advance.
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12/14/2018

Advance notice of work schedule

March 2018

Monday Tuesday Wednesday Thursday 1 Friday 2 Saturday 3 Sunday 4
ngj5 6 7 8 9 10 11
12 13| 14| 15 16| 17| 18
20 21| 22| 23| 24 25

~ 271 28] 20| 30 31

fgri Frais Day
Dandight Saning Time Starts

Office of Labor Standards
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EXCEPTIONS @ Advance notice of schedule

Exceptions for “new and returning employees”

** Employees with a work schedule change.
** New employees at time of hire.
» Transfers, promotions, and new job classifications.

** Employees who are jointly employed and starting a new assignment
(e.g. employees provided by a staffing agency, contractor,
subcontractor); and

\/
0‘0

Returning employees from a leave of absence.
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Pay For Schedule Changes

Employer provides additional pay for
employer-requested schedule changes
(with some exceptions).
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Pay For Schedule Changes

Additional pay (i.e. “premium pay”) in addition to payment for hours worked.

1. Adding hours = Payment for one hour at the scheduled rate.

A/

** Pro-rated payment allowed for schedule changes that are less than
one hour.

\/

** Employee right to decline.

2. Subtracting hours (including on-call shifts) = Payment for half the
hours not worked.

** Grace period = 15 minutes.

12/14/2018 Office of Labor Standards 17 (ﬁﬁ CEty Of Seattle



Exceptions @ Pay For Schedule Changes

Employer DOES NOT provide
additional pay for certain schedule
changes.

12/14/2018 Office of Labor Standards 18 \- CEty Of Seattle



Exceptions @ Pay For Schedule Changes

Employee-requested changes*

Shift swaps

Access to hours

Discipline*

Operations cannot begin or continue

Mass communication®

N o U R whNRe

In-person group communication

* Record-keeping requirement

12/14/2018 Office of Labor Standards 19 \- CEty Of Seattle



Exceptions @ Pay For Schedule Changes

“Mass communication”

Employer-initiated, written message sent to two or more employees about
availability of additional hours due to a scheduled employee not being able
to work.

Required information
1. The message is a mass communication;

2. Accepting the offer of additional hours is voluntary and the employee
has the right to decline such hours; and

3. Accepting such hours does not require the employer to provide
additional pay for work schedule changes.

12/14/2018 Office of Labor Standards 20
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Exceptions @ Pay For Schedule Changes

“In-person group communication”

Employer-initiated, discussion with two or more employees about
availability of additional hours due to unanticipated customer needs.
Hours must be consecutive to current shift.

Required information

1. Accepting the offer of additional hours is voluntary and the
employee has the right to decline such hours; and

2. Accepting such hours does not require the employer to
provide additional pay for work schedule changes.

12/14/2018 Office of Labor Standards 21
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Good Faith Estimate

Employer provides written estimate
of median hours and on-call shifts.
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Good Faith Estimate

1. Employer provides written information.

/

s* Median hours per work schedule over one year period (divided into quarters);

/

** On-call shifts.
2. New employees. Provide GFE at time of hire.

3. Existing employees.

\/

*%* Revise GFE once every year;

\/

** Revise GFE when an employee provides notice of a “significant change” (30% change over a
quarter period) between median hours in GFE and advance work schedule.

4. Translations required. Provide GFE in English and primary language of the employee.

12/14/2018 Office of Labor Standards 23 Lﬁﬁ CEty Of Seattle



Good Faith Estimate

http://www.seattle.gov/laborstandards/ordinances/secure-scheduling

Press to clear form |
{Farm will retain employers information) D
Seattle Office of Labor Standards
Employee Payment Information
éﬁls Notice of Employment Information I
Employers are required to provida written notice of employment information to every employee working In 1. Rate or rates of pay{e.g. hourl wage of annual salary)

Seattle, (1) at time of hire and (2) before any change to such employment information {except for manager or
supervisor contact information). The natice must be provided in English and the primary language of the employes
recelving the i Far mera infy yti mtact Saartle Office of Labor Standards at (206) 684-4500

or see www seattle gov/loborstandards

2. Overtime eligibility — “Overtime eligible” means employers must pay 1.5« the regular rate of pay for hours
worked in excess of 40 hours in aworkweek.

[ overtime eligible [ Mot avertime eligible
[ Employes |

Effactive Date of thit natice 3. Pay basis - check box

[ athire [ Existing Employee Clrour Jweek
[oay [Ccommissicn fovertime eligible)
] change to Employment Information - What change to employment information? [Cpiece rate [ lcommission {owe time exempt)
[CINon-discretionary Bonus [ Toatary fovertime eligble)
[Jemployer name [Jemptoyer address [ JEmployer phone number/emall address [_JEmployer tip policy [[oiscretionary Boaus [satary jovertime exempt)
[Clshin -
[JEmployes rate of pay or overtime eligibility [ JEmployee pay basis [ JEmplayee pay day [otber {please explain )
1. Employee name .
2. ) 4. R
. Regular Pay day
| Employer ] 5 Tip policy
[]aintips are paid to the specific employee serving the customer
1. Name i, .
[ITip pooling
[Clother tip policy

Other name of employer, Including "doing business as™ name [INone (not a tipped positon)

rpboyers must provid Lanati aring, pooling or allocation policies:
2, Physical address
Street Good Faith Estimate - 5eattle's Secure Schedule Ordinance SMC 19,22
*Onky required for bourly {i.e. overtime eligibke) large Tood senvices
Ciry State p. SO0+ employ [t Tor full semvice 1o have 40+ full-service restaurant
locations workiwide),
Madling address [Clsame as physical agdress
1. Median number of hours over the course of a year:
Street Year begins: 17 Quarter: 2% Quarter: 3" Quarter: A" Quarter:
Ciry it o 2. On-Call shifts:  YES N
3. General phone number Email I against
4. Manager or supervisor name Phone numbser P ane ibif ng adverse action (e g firing, demoting, and making threats to report
immigration status) against any person for exercising rights protected by Seatthe Labor Standards.
S. Manager or supervisar amail 3]y Seattle
C‘]\l‘\ Office of Labor Standards
Publshed: 3/30/16 Revised: 225717 I For more information contact Seatth: Office of Labor Standards at (206) 683-3500

of see www.seattle.gov/flaborstandards
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Good Faith Estimate

http://www.seattle.gov/laborstandards/ordinances/secure-scheduling

Good Faith Estimate - Seattle’s Secure Schedule Ordinance SMC 14.22
*Only required for hourly (i.e. overtime eligible) employees at large retail and food services establishments with
500+ employees worldwide (additional requirement for full service restaurants to have 40+ full-service restaurant

locations worldwide).

1. Median number of hours over the course of a year:
Year begins: 1%t Quarter: 2" Quarter: ~ 39Quarter;: 4™ Quarter:

2. On-Call Shifts:  YES NO

Protections against Retaliation

Employers are prohibited from taking adverse action (e.g. firing, demoting, and making threats to report
immigration status) against any person for exercising rights protected by Seattle Labor Standards.

1 \ Seattle
@“\ Office of Labor Standards

For more information contact Seattle Office of Labor Standards at (206) 684-4500
or see www.seattle.gov/laborstandards
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Right To Request

Employee can request schedule
preferences prior to posted

work schedule.
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Right To Request

1. Employee can request specific times and locations of work.
2. Employer must complete “interactive process” within 3 weeks.

3. Employer has increased obligations for requests due to “major life events.”

\/

** Grant such requests unless there is a bona fide business reason for denial.

\/

** Provide a written response (e.g. written schedule for grants).

4. Employer can ask for “verifying information” of major life event.

/

** Inform employee of ability to redact private information.

R

» Accept written statement from employee or other documents described in SS
rules.
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Major Life Event

Important, serious or significant event related to employee's access to the
workplace due to:

® Changes in employee's transportation.

@ Changes in employee’s housing.

tkd Employee's own serious health condition.

itk Employee's responsibilities as a caregiver.

@ Employee's enrollment in a career-related educational or training program.

P Employee's other job or jobs.
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Bona Fide Business Reason

O Significant & identifiable burden of additional costs.

M Significant & identifiable detrimental effect on ability to meet organizational

demands

’0

% A work schedule change that requires an employer to pay additional compensation under a law
or written policy (e.g. holiday pay).

% An action causing employer to violate a bona fide collective bargaining agreement or a seniority
system in a written policy;

% An action causing the employer to displace one or more employee(s) from an existing work
schedule arrangement.

12/14/2018 Office of Labor Standards 29 Lﬁﬁ CEty Of Seattle



Right To Rest

Employer provides additional pay
for “clopenings” separated by less
than 10 hours.

12/14/2018 Office of Labor Standards 30 '\ \. City Of Seattle



Right To Rest

1. “Clopening” @ Employee works closing and opening work shifts.

2. Employee request or consent

** Employer can only schedule clopenings separated by less than 10 hours
upon employee request or consent.

3. Additional pay (i.e. “premium pay”)

*** Employer must pay 1.5x scheduled rate of pay for hours worked that are less
than ten hours apart.

4. Exception

** Additional pay does not apply to “split shifts.”

12/14/2018 Office of Labor Standards 31 \- CEty Of Seattle



Access To hours

Before hiring new employees
(including temporary employees)

employers must offer additional hours of work to
current employees.

12/14/2018 Office of Labor Standards 32 \- CEty Of Seattle



Access To hours

3 + 2 Days = Notice + Offer

1. Notice @ Three days

Employer posts written information about additional hours in
noticeable place at worksite for all employees on the payroll

2. Offer @ Two Days

Employer offers additional hours to qualified, current
employee(s) and allows two days to consider offer.
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Access To hours

Notice of Additional Hours " o [Optional Employee Signup]

Employee Name Available Work Shift(s) Employee is Employee Signature Date

Secure Scheduling Requirements: Interested in Working

Under Seattle’s Secure Scheduling ordinance (SMC 14.22), employers must offer additional hours of work to current, qualified
employees before hiring new employees. Employers must follow these requirements:
Ll Post notice of additional hours at the workplace for three days.
o  Provide all information that is on this form.
o Provide all information in English and the primary language{s) of all employees at the workplace.
+  Offer the additional hours to current, gualified employees.
- Provide qualified employees with two days to accapt the offer.

Date of Notice: Due Date for Responding:
PR S o e o
Position Title:

Position Description/Duties:

Required Qualifications:

Expected Duration of Position:
O Temporary: Start Date: End Date:
[ Ongoing: Start Date:

Total Number of Hours Offered: Hours Occur at the Same Time Each Week:
Hours per Week O yes O No

Schedul

[ schedule depends on employee availability; or
O schedule is listed below:

Sunday Monday Tuesday Thursd Friday Saturday

time:

End
time: EMPLOYERS MUST KEEP RECORD OF THIS NOTICE FOR THREE YEARS

EMPLOYERS MUST KEEP RECORD OF THIS NOTICE FOR THREE YEARS
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Exceptions @ Access To Hours

Employer can immediately

hire new employees in certain
situations.
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Exceptions @ Access To Hours

1. Written declination from all current employees
2. Written declination from employees on “Access to Hours List(s)”

»  Written list of employees who receive notice of additional hours
available for work.

»  Employees are automatically on the list.

** Employees can ask to be added or removed at time of hire or during
employment.

»  Employer must make list available for viewing to employees upon
request.

12/14/2018 Office of Labor Standards 36 \- CEty Of Seattle



Exceptions @ Access To Hours

3. Diversity hiring programs

** Hours of work that the employer has designated for hiring programs

(e.g. diversity, supported employment, young adult programs);

+» Affiliated with a government entity or external non-profit

organization;
¢ Approved by Labor Standards Advisory Commission; and

+** Confirmed by OLS.
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OTHER REQUIREMENTS

. Record keeping
. Poster & translations
Protections against retaliation

Waiver in CBA

. Employees who are jointly employed

12/14/2018 Office of Labor Standards 38 \- CEty Of Seattle



Record Keeping — 3 years

1. Good faith estimates

2. Right to request — Employer’s grant or denial of employee’s request for schedule preferences related to major
life event.

3. Advance notice of work schedules

4. Pay for work schedule changes - Payroll records showing additional pay provided to each employee.

5. Exceptions to pay for work schedule changes

R/

1X2 Mass communications.

R/

o Documentation of employee-requested changes.

*

L)

X Documentation of employee discipline.
6. Access to hours - Notices for additional hours of work.

7. Exceptions to access to hours

R/

o Written confirmation from employees — Confirmation from all employees, or employees on the access
to hours list, that they are not interested in accepting additional hours of work.

X Access to hours list(s) - Records of employees who have opted out of receiving written notice of
additional hours of work.

12/14/2018 Office of Labor Standards 39 Lﬁﬁ CEty Of Seattle




Scheduling Poster

12/14/2018

http://www.seattle.gov/laborstandards/ordinances/secure-scheduling

+*»* Display SS workplace poster

** English and employee’s primary
language(s)

+¢» Download from OLS website
** Pick-up from OLS

** Pick-up from Seattle Customer
Service Centers

Office of Labor Standards 40
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Translations

1. Employers must translate the following documents
» Good faith estimate

¢ Advance notice of work schedule

“* Notice for access to hours

¢ Workplace poster
2. OLS will translate documents and post on website

/

** Employers are not required to provide translations until
OLS posts the appropriate documents

12/14/2018 Office of Labor Standards 41 \ \- CEty Of Seattle



Retaliation

1. Protections from retaliation

\/

* Employers shall not interfere with any employee right protected by ordinance.

\/

** Employees have the right to decline any hours not on the posted schedule.

2. Discipline permitted for certain situations

\/

** Abuse of employer’s requirements for employee-requested work schedule changes
and/or preferences PRIOR to posted work schedule; and

&

** Failure to comply with, or abuse of, employer’s requirements for employee-
requested work schedule changes AFTER the posted work schedule.

12/14/2018 Office of Labor Standards 42
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12/14/2018

1.

2.

Waiver allowed in CBA

Express waiver - Waiver must be expressly stated in a

collective bargaining agreement; and

Alternative scheduling structure - Employees must ratify an
alternative scheduling structure that meets public policy goals

of ordinance

Office of Labor Standards 43 \ \. City Of Seattle




Joint Employees

Special requirements for joint employees:
v' Temporary services provider
v’ Staffing agency
v’ Contractor

v" Subcontractor

v Other employer(s)

12/14/2018 Office of Labor Standards 44 \ \- CEty Of Seattle



Joint Employees

1. Joint liability - Joint employers are individually and jointly responsible for
compliance.

2. Good faith estimate - Employers provide a good faith estimate when such
employees start each distinct assignment.

3. Advance notice of work schedule - Employers may immediately place such
employees on posted work schedules without providing 14 days of advance
notice.

4. Pay for work schedule changes - Employers provide additional pay for each
work schedule change after such employee has started a distinct assignment.

5. Access to hours - Employers are not required to provide notice of additional
hours of work to such employees if they are not on the employer’s payroll.

12/14/2018 Office of Labor Standards 45 (ﬁﬁ CEty Of Seattle



Scenarios @ Pay For Work Schedule Changes

12/14/2018

Which of the following situations requires additional pay for work schedule
changes after the schedule is posted?

1. Employee calls out sick. Manager calls all employees on the roster
to find replacement coverage. Maria picks-up the shift.

2. Business is slow. Manager asks currently-working employees if
anyone wants to go home early, Jose accepts the offer and leaves
90 minutes early.

3. Business is booming. Manager sends a mass text to all employees
with notice of additional hours. Erica accepts two shifts.

Office of Labor Standards 46 (ﬁﬁ City Of Seattle



Scenarios @ Pay For Work Schedule Changes

Which of the following situations requires additional pay for work schedule
changes after the schedule is posted?

1. Business is uncertain. Manager adds an “open shift” on the posted
schedule and asks employees to sign-up if they are interested.

2. Weather is wretched and gloomy. Manager of an outdoor café sends
all employees home, but stays herself to staff the business solo.

3. A tree fell on the store during the windstorm. The store is closed for
a week and all shifts are cancelled.

12/14/2018 Office of Labor Standards 47 (ﬁﬁ CEty Of Seattle



Thank you!

G
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206-256-5297

CE OF

PASTLY

Employers
Business.laborstandards@seattle.gov

Workers
Workers.laborstandards@seattle.gov
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