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Emergency Medical Services Procedure:
 Special Transportation Bid
	
			 
Next Review Date: Fall BID 2026
Effective Date: Spring 2026 BID

Approval Date: Dec. 11th, 2025
					
Procedure Owner Group: AHEMS Staffing Committee
Procedure Information Resource:

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

	AHEMS
	Active Ride 



PROCEDURE: 
1. Bid Process

A. All full and part time Special Transportation employees 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 to bid during their scheduled time will be passed but have the opportunity to bid at the end of the day if they advise the BID coordinators. At the completion of the bid, employees who do not bid will be assigned shifts to fulfill their FTE. 

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

D. 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. 

E. 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 unless approved by the BID coordinators in a timely manner or your bid verification has been received, whichever comes first. 

F. 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.

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

H. All special transportation employees will bid their PTO after they have completed their bid according to the Metro PTO bid rules. 

2.  Bid Requirements

A. All 0.5-1.0 STS employees will be required to work at least one (1) weekend shift by seniority. Some 0.5 – 1.0 ST employees may be required to work two (2) weekend shifts by seniority to fill out schedule if necessary. Employees may have to float weekend shifts if none are available.  At least one (1) STS employee, in order of seniority, will not be required to work a weekend.

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 AHEMS (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. Employees on medical LOA or military LOA, or anticipated maternity/paternity leave 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 91 days, 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.

E. Time off between shifts will be according to contract rules. 


F. Shifts and or days may be blocked and/or mandated to ensure that all shifts can be filled with the existing employees in each job class.  

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



DEFINITIONS: (optional)

FORMS: (optional)  LINK

ALGORITHM: (optional)  LINK

ADDENDUMS: (optional)  LINK
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