Policy for Administrative Professional Employees

This handbook conveys information about the nature, operation, and organization of WSU,
summarizing WSU policies relating to Administrative Professional employees. Neither this
handbook nor any University policies, procedures, or practices shall be construed as an
express or implied contract of employment or a promise of continued employment.

Although this handbook contains a compilation of current policies relating to Administrative
Professional employment, these policies evolve over time as the institution and its internal
and external environments change. For these reasons, the University reserves the right to
revise this handbook or any of its policies or benefits or to institute new policies or benefits,
provided these changes are not inconsistent with state and federal law. Any such
modification applies upon adoption by the University, regardless of previous provisions that
may have been in effect. The most current revision of the handbook is available on the
Human Resource Services web site.

The laws of the state of Washington and appropriate Washington Administrative Code
provisions also apply to all employees, as does the University’s Business Policies and
Procedures Manual (BPPM). A link to the manual can be found at . All University
policies are subject to federal and state laws; where there is deemed to be a conflict, the
provisions of law apply.

Hiring Procedures

Washington State University is an Equal Employment Opportunity/Affirmative Action
employer. The procedures for recruiting and hiring Administrative Professional personnel are
outlined in BPPM 60.11. For information and assistance, please contact Human Resource
Services at 509-335-4521 or refer to the web site [HRS|.

Employee Designations

Overall responsibility for personnel administration lies with the Vice President for Business
Affairs. The following definitions have been established for WSU Faculty, Administrative
Professional, and Civil Service employees. Whenever questions arise about the designation of
an Administrative Professional employee, the Associate Vice President of Administration and
Human Resources, in consultation with the appropriate administrative officers and Human
Resource Services, will make the final decision.

1 Faculty. Employees who are appointed to faculty positions and perform academic,
extension, library, and student affairs duties as determined by the Faculty Manual.

1 Administrative Professional. Employees who perform administrative, managerial,
professional, research, public service, extension, or combinations of these
responsibilities, and are exempted from coverage of the Title 357, Washington
Administrative Code under the provisions of the Civil Service Rules. A general
summary of exemption criteria may be found in Attachment A.

71 Civil Service. Employees who are covered under the State of Washington Department
of Personnel Civil Service Rules

1 Bargaining Unit Covered. Employees who are covered by the terms and conditions of
Collective Bargaining Agreements.
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Position Allocation - Appointments

Human Resource Services is responsible for ensuring that all Administrative Professional
positions meet the Exemption Criteria as outlined in RCW 41.06.070 for a given category and
are properly allocated. This is accomplished through a job auditing process that includes a
review of the position duties. Administrative Professional appointments must be benefits
eligible and must be for a minimum of .50 FTE (Full-Time Equivalent) and must be for more
than a 6-month appointment term (i.e. 6-mos plus 1-day). A sample offer template can be
found on the HRS web site letter.

Reappointment of a Retired Employee — Appointments

Prior to extending an offer to or re-appointing an individual who has previously retired from
WSU or from other Washington State employment to a temporary or permanent AP position,
HRS must be contacted to discuss the appointment. In some cases, the applicable retirement
plan may impose limitations on the nature and duration of the appointment.

Temporary AP Appointments

Prior to extending an offer or appointing an individual to a temporary AP position, HRS must
receive the resume and any other application material to determine if the individual meets
the minimum qualifications (classification requirements) as well as any applicable position
specific qualifications.

The position description must be input into the Online Position Description and Recruitment
System (OPDRS) at wsujobs.com/hr and approved by HRS.

Appointing Authorities may hire individuals into temporary appointed positions not to
exceed two years to meet an emergency or temporary need for the following purposes:

1 To provide coverage while a formal search is being conducted;
1 To provide coverage while an AP employee is out on extended leave;
1 To meet a specific identified immediate, critical need.
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