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SCOPE:
	Departments, Divisions, Operational Areas
	People applicable to (Physicians, NP, Administration, Contractors etc.)

	AHEMS
	Paramedics and EMTs




PROCEDURE: 
1. Bid Process

A. All full and part time Paramedics and EMTs will bid shifts in order of seniority within the following guidelines. The goal of the schedule bid is to fill all open shifts.

B. The bid schedule will be posted fourteen (14) days prior to the start of the bid.  All bid times will be listed in central time.  It is the employee’s responsibility to contact the shift bid coordinators at the posted phone number at their designated bid time.   All employees will have 40 minutes to bid from the time of his or her scheduled appointment.  Employees must have their bid completed within their assigned appointment time.  Failure of electronic transfers will not extend an employee’s bid time beyond their 40 minute bid appointment. Exceptions may occur if the employee is working at Allina and is unable to bid due to a run. Employees who forget or do not show for their schedule bid time will be assigned to shifts to fulfill their FTE. 

C. Approved methods of bidding include in person, by phone or by email.

D. Employees aware that they will be out of town during their bid time must contact staffing to make other arrangements.

E. Employees may be asked to bid early if the bidding is ahead of schedule.  Employees are not obligated to bid ahead of schedule.  When an employee agrees to bid early, their 40 minutes to bid begins at that time. 

F. Once an employee has formally bid, the employee is required to verify their bid shifts.  The employees that choose not to bid in person must have access to email to verify their bid or verbally verify over the phone.  Failure to confirm your bid in within (15) minutes means that you lose the right to challenge your bid and accept that the bid coordinator has placed your name in the right location for you.  No changes will be made to your bid after your 15 minutes or your bid verification has been received, whichever comes first. 

G. You will be required to work the shifts as placed on the bidding master schedule unless PTO or shift trade has been granted by Staffing.

H. Permanent shift trade will be allowed after the completion of the bid in accordance with the Allina Health EMS Shift Trade Policy.

I. All Paramedics and EMTs will bid their PTO after they have completed their bid according to the Metro PTO bid rules. 
 
2.  Bid Requirements

A. Employees may choose shifts in any area up to their work agreement, as long as they are eligible to work that shift at the time they bid.  Probationary BLS EMTs will be allowed to bid together as long as probation should be complete by start of bid schedule.  Employees must be oriented to the areas they bid prior to the start of the schedule.

B. An employee that is less than 1.0 FTE may elect to bid up to four (4) hours more than their work agreement.  All employees, except 0.5 FTEs, may elect to bid up to four (4) hours less than their work agreement.  This is a bid to bid election.  The employee’s bid choice constitutes the employer offering the employee their full work agreement. 

C. Employees who bid shifts and work in multiple job classes within Allina Health EMS (multi-unit) will be required to bid their entire work agreement in both job classes if shifts are available when bidding and will be accommodated for to ensure full bid.

D. Time off between shifts will be according to contract rules.  Any bid shift more than eight (8) hours in length must have nine (9) hours between shifts for paramedics and EMTs, and eight (8) hours between shifts for other classifications.

E. 0.5 and above employees must bid weekend shifts if shifts are available.  Employees must fulfill their weekend requirements on a single weekend until there are no weekend shifts available.  If no weekend shifts are available, employees will be required to float their weekends and will be required to designate a weekend and must be available to work during their identified weekend.  Employees will not be required to bid both weekends to fulfill their work agreement.

F. All Metro Paramedics and Metro ALS and BLS EMTs are required to work two (2) weekend shifts in a single weekend.  Sixteen (16) paramedics may bid a single weekend shift in both weekends to fulfill their weekend requirement.  

G. Up to twenty (20) paramedics and six (6) ALS EMTs will not be required to bid a designated weekend shift.  Those who choose this option must bid a Friday or a Monday shift.  This option is not available to probationary employees. 

H. At least six (6) BLS EMTs, in order of seniority, will not be required to bid a designated weekend shift.  The remaining BLS EMTs will be required to work, in order of seniority, one (1) or two (2) weekend shifts depending on the number of weekend shifts and employees remaining.  Employees are able to bid more than two (2) weekend shifts if remaining shift and employee numbers support this option.  Employees may have to float weekend shifts if none are available.  

I. [bookmark: _GoBack]Up to fourty-six (46) paramedics and twenty (20) ALS EMTs may bid a minimum of one (1) twelve (12) hour or thirteen (13) hour shift to fulfill their weekend requirement.  An equal number of paramedics and EMTs bidding a single weekend shift will be allowed on each weekend.  Paramedics must also bid the Friday before or the Monday following the single weekend shift.  ALS EMTs are not required to bid the Friday before or the Monday after.  This option is not available to probationary employees. 

J. When blocking of weekend shifts becomes necessary, the shifts will be clearly marked on the bid schedule and staff left to bid will be notified.  When bidding a blocked weekend schedule, the employee may take two shifts from any two blocked groups as long as the remaining two shifts can be combined in a single block and worked by one employee.

K. Up to twelve (12) medics and eight (8) ALS EMTs will be allowed to bid Tuesday, Wednesday, and Thursday in sequence in one week to meet their work agreement.  

L. All 0.5-1.0 FTE employees are required to bid or designate a minimum of one (1) holiday in each shift bid.  See the Holiday Staffing Procedure.

M. Shifts and or days may be blocked and/or mandated to insure that all shifts can be filled with the existing employees in each job class.  It is the goal of the shift bid to fill all work agreements of 0.5 and higher without floating shifts. 

N. Up to 7.5 FTEs of paramedics, 2.0 FTEs of ALS EMTs, and 1.0 FTE of BLS EMTs will be allowed to float their entire FTE.   These numbers may be adjusted each bid.  Employees who choose to float must float their entire FTE and designate their weekend to work. Paramedics who choose to float their entire FTE must be off probation prior to bidding. Paramedics and EMTs who choose to float will work two (2) shifts in the same weekend on their designated weekend.  All paramedics and EMTs that choose to float or are forced to float will use the scheduling software to obtain shifts.  Floaters will be notified by staffing when it is their turn to choose shifts using the scheduling software and when shifts will be approved.  Paramedics and EMTs that choose to float but do not follow these requirements will not have the option to float in future bids.    

O. Up to six (6) employees per job class, in order of seniority, will be allowed to bid their weekend requirement and float the remainder of their FTE if they are in school towards a position at Allina and have an FTE of 0.75 or below.  These numbers may be adjusted each bid.  Employees that choose this option will notify their manager prior to bidding and will work with Staffing to obtain their schedule on a monthly basis.     

P. Employees on medical LOA or military LOA will be allowed to bid at their bid time if they choose.  If an employee on LOA chooses to pass, they will float their FTE when they return from LOA and they will not be counted in the total number of floating FTEs for paramedics or EMTs.  If an employee’s LOA extends over more than two bid sessions, they will not be allowed to bid during subsequent bid sessions and will be passed at their bid time.  They will be allowed to bid again when they return from LOA.

Q. Employees 0.1-0.4 will be offered to bid shifts if shifts are available.  These employees are able to bid four (4) hours over their FTE.

R. The Critical Care shifts will follow current Metro ALS bid rules.  Paramedics and EMTs must be hired into Critical Care in order to bid Critical Care shifts.  Critical Care Paramedics must have all critical care training completed before they are eligible to bid with Critical Care EMTs.  

S. Critical Care Paramedics and EMTs designated as a 0.3 float position will float their 0.3 FTE in Critical Care and will not bid shifts.  They will bid their FTE designation in the Metro shift bid.

T. The Community Paramedic shifts will follow current Metro Paramedic bid rules.  Paramedics must be hired into Community Paramedic in order to bid Community Paramedic shifts.  Community Paramedics will be required to bid at least one Community Paramedic shift.  The number of Community Paramedic shifts that a paramedic can bid will be limited by the number of Community Paramedics and number of Community Paramedics shifts scheduled to ensure all Community Paramedics are able to bid an adequate number of shifts.  
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