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Hospital Staffing Plan & Staffing Committee 

PURPOSE: 
Acute care hospitals licensed under RCW 70.41.420 are required by law to develop a hospital staffing 
plan. The plan must cover areas of the hospital that: 1) are under the hospital’s license (RCW 70.41) and 
2) where a nurse(s) provides patient care (i.e., “patient care unit”). 

This plan was developed for the management of scheduling and provision of daily staffing needs for the 
hospital, and to define a process that ensures the availability of qualified staff to provide safe, reliable 
and effective care to our patients. This plan applies to all parts of the hospital licensed under RCW 
70.41.420. 

RESPONSIBILITIES: 
Hospital Staffing Plan Committee (HSC) 

• The HSC is responsible for the development and oversight of the staffing plan for provision of 
daily nurse staffing needs for the identified areas.The committee will review the effectiveness 
of each patient care unit nurse staffing plan semiannually. Department leaders should report 
to the HSC all relevant information to be considered in the review and approval of the patient-
care unit staffing plan.' 

SCOPE: 
The following areas of the hospital are covered by the hospital staffing plan: 

• Hospital Based Departments: Inpatient Services (Acute Care, Intensive Care, Family 
Birth), Surgical Services, Emergency Department, ED 

• Clinic Based Departments: Primary Care & Specialty Clinics 
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Hospital Staffing Plan Principles 
Factors to be considered in the development of the staffing plan include, but are not limited to: 

• Census, including total numbers of patients on the unit on each shift and activity such as 
patient discharges, admissions, and transfers. 

• Patient acuity level, intensity of care needs, and the type of care to be delivered on each shift. 

• Skill mix of staff and FTE mix of current staff, including full-time, part-time, per diem, travel/
contract/local agency/float pool. 

• Anticipated staff absences, (i.e., vacation, planned leave, sabbatical). 

• Level of experience, specialty certification, and training of nursing and patient care staff 
providing care. 

• The need for specialized or intensive equipment. 

• Availability and ease of access of resources, equipment, and supplies. 

• The architecture/geography of the patient-care unit, including but not limited to placement of 
patient rooms, treatment areas, nursing stations, medication preparation areas, and 
equipment. 

• Staffing guidelines adopted or published by national nursing professional associations, 
specialty nursing organizations, and other health professional organizations. 

• Availability of other personnel and patient-care staff supporting nursing services on the unit, 
(e.g., Respiratory Therapy, PT/OT, etc.). 

• Measures to optimize available staff, (e.g., current/alternative staffing models of care, 
workflow optimization, etc.) 

• Compliance with the terms of an applicable collective bargaining agreement, if any, and 
relevant state and federal laws and rules, including those regarding meal and rest breaks and 
use of overtime and on-call shifts. 

• Semi-annual review of the staffing plan against patient needs. 

• Known evidence-based staffing information, including the quality indicators collected by the 
hospital. 

• Review, assessment, and response to staffing variations or complaints presented to the 
committee. 

• Hospital finances and resources as well as a defined budget cycle. 

Hospital Staffing Plan Development, Review and Approval 
• Upon review of factors to be considered in development of a staffing plan and quality metrics, 

the HSC develops and votes on a proposed staffing plan. 

◦ The HSC voting members approve the proposed staffing plan when a majority (50 
percent plus one) vote of the HSC is in favor of the plan. 

• Timing:  Due annually by July 1st for the following year, and any time a staffing plan adjustment 
is requested and approved by the committee. 
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• The committee-approved staffing plan proposal is provided to the hospital Chief Executive 
Officer (CEO) for review. 

◦ Upon receiving a staffing plan proposal from the HSC, the CEO or designee reviews 
the proposal and provides written feedback to the committee. The written feedback 
must include, but is not limited to the following: 

▪ Elements of the proposed staffing plan the CEO requests to be changed. 

▪ Elements that could cause concern regarding financial feasibility, 
temporary or permanent closure of units, or patient care risk. 

▪ A status report on implementation of the staffing plan including nurse-
sensitive quality indicators, patient surveys, recruitment/retention efforts, 
and success over past six months in filling open positions for employees 
covered by the staffing plan. 

◦ The committee reviews and considers any feedback from the CEO, revises the 
staffing plan if applicable, and approves the new draft staffing plan by majority vote 
(50 percent plus one) before submitting the revised staffing plan to the CEO for 
approval. 

◦ If the revised staffing plan proposal is not accepted by the CEO and adopted upon 
second review, the CEO documents rationale for this decision. 

• If the HSC is unable to agree on a staffing plan proposal by majority vote, or the CEO does not 
accept and adopt the proposed staffing plan, the most recent of the following staffing plans 
remains in effect: 

◦ The staffing plan in effect January 1, 2023, or 

◦ The staffing plan last approved by a 50 percent plus one vote of a duly constituted 
HSC and adopted by the hospital until a new proposal can be agreed upon. 

Hospital Staffing Committee Staffing Communication Forms 
A. When a staff member has discussed their staffing concern with the shift lead/immediate 

supervisor and is not satisfied with the outcome or solution, the staff member initiates a 
Staffing Communication Form.   

B. The purpose of reporting a staffing concern is to escalate unresolved concerns to the manager 
and HSC for review. 

C. Ideally, the reporting staff member completes the report prior to the end of the shift in which 
the concern occurred. 

D. The HSC aims to resolve complaints within 90 days of receipt by the co-chairs, or longer with 
majority approval of the HSC. 

E. If a concern is resolved during the shift by activating the standard chain of command, a 
Staffing Communication Form may or may not be completed at the discretion of the staff 
member. 

F. Concerns resolved during the shift are classified as resolved and closed upon staffing 
committee review. 

G. A staffing concern report may be submitted to the committee if there is a recurring pattern, 
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Approval Signatures 

Step Description Approver Date 

Update JH Website and Send to 
DOH 
@HospitalPolicies@doh.wa.gov 

Tina Herschelman: PR 
Marketing & Community 
Engagement Manager 

01/2026 

Executive Approval Tina Toner: Chief Nursing 
Officer 

01/2026 

Leader Approval Tina Toner: Chief Nursing 
Officer 

01/2026 

even if the immediate concern is resolved. 

H. Multiple reports submitted for the same occurrence will be reviewed for context and to ensure 
all information is considered but will be counted as a single occurrence for documentation 
purposes. 
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