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Rules Requiring Office of the State HR Director Approval    

This document lists the rules, Washington Administrative Code (WAC) and Revised Code of Washington (RCW) that fall under the approval authority of the Office of the State HR Director (OSHRD). Agencies must proactively request approval from OSHRD prior to taking the action.  For each rule listed, the submission criteria and expected response times is defined.  Please review carefully prior to submitting requests. 

Key information to note:
· The rules listed below fall under the authority of the Office of the State HR Director (WAC 357-01-110).  
· No retroactive approvals will be granted.

· Each rule request process may be different; please follow the process for the specific rule under which you are seeking approval.
· Send all requests and attachments via e-mail to OSHRDirectorsRequestforApproval@ofm.wa.gov.
· Current law may temporarily prohibit some actions allowed for in rule (i.e. salary freeze, PMC freeze). 
Quick Find List: 
	Alternative Application Form
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	Alternative PDP & Evaluation Procedures

	Overtime Eligibility Designation Changes
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	Alternative WMS PDP & Evaluation Procedures
	Performance Management Confirmation
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	Performance Recognition Pay Over 15%
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	RULES REQUIRING OSHRD AUTHORIZATION
	REQUEST PROCESS


	OSHRD RESPONSE TIME

(Working Days)

	Alternative application form. 

WAC 357-16-060

	Agencies must submit written requests for revised or alternative applications to Office of the State HR Director. Forms should include the following EEO Guidelines:   

· Veteran’s information

· Disability information

· Race or cultural identification

· Gender

· Date of Birth

· Name (First, MI, Last)

· Recruitment number or reference code


	5 Days

	Non-permanent appointment beyond 24 months.

WAC 357-19-370

	Agencies must submit written extension requests to Office of the State HR Director. These requests should include: 

· Number of hours that the employee has occupied the position which includes original temporary appointment date. 

· Recruitment needs if appropriate.

· Justification of backfill or extension (e.g. medical leave).

· Job class and a description of the knowledge, skills and abilities that the position requires.

· Statement as to why they cannot fill this position on a regular basis.

· Length of non-permanent appointment needed and requested ending date.

Note:  If a non-permanent appointment goes beyond 24 months without OSHRD approval, remedial action such as permanent status for the incumbent may be taken by the Director per WAC 357-19-430.


	5 Days


	System for monitoring exempt part-time and temporary positions. Exceptions to 1050 hour temp limit (for Higher Ed Institutions only).

WAC 357-19-440

	Agencies must submit written requests to Office of the State HR Director.  Extension requests must be submitted in writing and the extension should include: 

· The number of hours that the employee has occupied the position that includes original temporary appointment date.

· Recruitment needs if appropriate.

· Justification of backfill or extension (e.g. medical leave).

· Job class and a description of the knowledge, skills and abilities that the position requires.

· Statement as to why they can not fill this position on a regular basis.

· Length of non-permanent appointment needed and requested ending date.

Note:  If a non-permanent appointment goes beyond 1050 hours without OSHRD approval, remedial action such as permanent status for the incumbent may be taken by the Director WAC 357-19-450.


	5 Days

	Salary Determination Policy – Original submittal and material revisions. 

WAC 357-28-030

	Agencies must submit the agency Salary Determination Policy for review and approval to Office of the State HR Director.  They must include copies of their current and/or revised policy.
	20 Days

	Set base salary above the maximum of the salary range.

WAC 357-28-040

	Agencies must submit a written request from Agency Director or Designee to Office of the State HR Director for approval.  Effective date is the date the request is received by OSHRD unless otherwise specified.

· The written request must include an explanation as to why the base salary should be set above maximum of the salary range.

· The request will be reviewed to determine if the request is warranted and what other options are available.  


	15 Days


	Premiums exceeding 15% under the provisions of WAC 357-28-095.

WAC 357-28-100 (1) (a)

	Agencies must submit a written request from Agency Director or Designee to the Office of the State HR Director for approval.

· The written request must include a justification as to why a premium (as described in WAC 357-28-095) which exceeds 15% is necessary.

· The request must also present the business case for doing so and what other options were considered.


	15 Days

	Additional Pay to support the recruitment and/or retention of like positions at a specific work location. (Group C assignment pay)

WAC 357-28-100 (1) (b)

	Agencies must submit a written request for Group C assignment pay to Office of the State HR Director, Classification & Pay Team. If there are represented positions a copy must also be sent to the Labor Relations Office.   

· Agencies should use the recruitment and retention information outlined in the Group C Assignment Pay Guidelines when developing their proposal. 

· Effective date for non-represented employee is the date the request is received by OSHRD unless otherwise specified.

· Effective date for represented employees is based on completion of the union notification bargaining process.


	60 Days

(includes Union notification)

	Lump sum recruitment or retention payment.

WAC 357-28-100 (2)

	Agencies must submit a written request from Agency Director or Designee to the Office of the State HR Director for approval.

· The written request must include a justification as to why a lump sum for recruitment or retention payment is necessary.

· The request must also present the business case for doing so and what other options were considered.    


	15 Days

	Employer policy for premium pay for emergency response personnel. 

WAC 357-28-185  

	Agencies must submit written request for revision to premium pay policy for emergency response personnel that includes a copy of the revised policy and proposed revisions and supporting rationale to Office of the State HR Director.


	15 Days


	Exceptions to shift premium provisions.

WAC 357-28-190

	Agencies must submit written request to Office of the State HR Director.  The request must come from an agency Director or designee. 

Request Process

· The written request must identify the shift and shift premium proposed by the agency and the specific justification/rationale for the exception.

· The request must also present the business case e.g. Recruitment, retention, equity etc. for doing so and what other options the agency considered, if appropriate.

· Estimated additional dollars (annual) of the requested rate.


	20 Days

	Exceptions to standby rates.

WAC 357-28-210
	Agencies must submit written request to Office of the State HR Director.  The request must come from an agency Director or designee. 

Request Process

· The written request must identify the standby rate proposed by the agency and the specific justification/rationale for the exception.

· The request must also present the business case e.g. Recruitment, retention, equity etc. for doing so and what other options the agency considered, if appropriate.

· Estimated additional dollars (annual) of the requested rate.

	15 Days

	General government employer request to changes a position’s overtime eligibility designation to overtime exempt or law enforcement. (Non-represented)

WAC 357-28-245  
	Agencies must submit written request to Office of the State HR Director.  Request must include:   

· Job Description(s) - previous and updated job descriptions showing the changes.  Include primary duties of the position and other information helpful to the analysis.
· Background of the original Work Period Designation (WPD) evaluation
· Specific information supporting the rationale for changing the current WPD. 
	10 Days


	Special premium pay for hazardous work during suspended operations.

WAC 357-31-270

	Agencies must submit written request to Office of the State HR Director.  The request must come from an agency Director or designee. 

Request Process

· The written request must identify the special premium for hazardous work proposed by the agency and the specific justification/rationale for the exception.

· The request must also present the business case e.g. Recruitment, retention, equity etc. for doing so and what other options the agency considered, if appropriate.

· Estimated additional dollars (annual) of the requested rate.


	10 Days

	Suspended operations for more than 15 days.

WAC 357-31-280

	Agencies must submit a written request with justification to Office of the State HR Director.
  The request must:

· Come from the Agency Director or designee.

· Identify the requested number of additional days.

· Provide justification for the request, detailing the exceptional nature of the event, what other options have been considered, and why this is the preferred alternative.


	3 Days

	Alternative employee performance plan and evaluation procedures.

WAC 357-37-040 


	Agencies must submit written request.  Request must include:

· Current plan and procedures. 

· Proposed plan and procedures.

· Rationale for change.
	30 Days


	Performance management confirmation

WAC 357-37-055
· Accelerate or defer periodic increment increases based on performance (357-28-075)

· Grant up to 5 days paid leave within a 12 month period for recognition (357-31-565)

· Considered properly documented performance in addition to seniority during layoff (357-37-050)

· Provide lump-sum performance recognition payment (357-58-135)

· Factor performance into compensation and layoff decisions for WMS (357-58-425 and 430)


	Agencies must submit a written application to Office of the State HR Director detailing their performance incentive program and how they meet the ten confirmation criteria outlined in WAC. 

· The application is presented to the OSHR Director and an appointed Confirmation Review Group (CRG).  

· The CRG makes a confirmation recommendation to the OSHR Director.  

Full details of requirements, guidelines, and timeframes are detailed on the OSHRD website at hr.wa.gov.
	90 Days

(full application process may take longer based on employer’s development schedule)




	Performance Recognition Pay exceeding 15% 

WAC 357-28-300

	Requests for performance pay that exceeds 15% (357-28-300)

Agencies must submit a written request with justification to Office of the State HR Director.  The Request must:

· Come from the Agency Director or designee.
· Identify the Name and Title of the employee for whom the request is made.
· Identify the requested amount.
· Provide justification for the request, detailing the exceptional nature of the employee’s performance or achievements and why 15% is an insufficient award amount.  


	15 Days

	WMS alternate form for WMS position description

WAC 357-58-028
	Agencies must submit written requests for revised or alternative WMS PD form to Office of the State HR Director. Request must include:

· Current procedures.

· Summary of proposed changes to the form.
· Rationale for changes.


	5 Days

	WMS inclusion and evaluation procedure

WAC 357-58-032.2
	Agencies must submit the agency WMS Inclusion and Evaluation Procedure for review and approval to Office of the State HR Director.  Request must include:

· Current procedures.

· Proposed procedure.

· Rationale for changes.


	5 Days

	WMS inclusion and evaluation request form

WAC 357-58-032.3b
	Agencies must submit written requests for revised or alternative WMS Review Request form to Office of the State HR Director. Request must include:

· Current procedures.

· Summary of proposed changes to the form

· Rationale for changes.


	5 Days


	WMS salary set outside the maximum of the management band.

WAC 357-58-085

	Agencies must submit written request with justification to Office of the State HR Director for approval.  Effective date is the date the request is received by OSHR Director unless otherwise specified. The effective date cannot precede the OSHR Director receipt date. 

· The written request must include a justification as to why the employee’s salary should be set above the band maximum.

· The request must also present the business case for doing so and what other options were considered.  


	20 Days

	Grant exceptions to progression increase limits.

WAC 357-58-105

	Agencies must submit written request to Office of the State HR Director.  The request must come from an agency Director or designee and must:

· Include a justification as to why the progression limit of 25% should be exceeded.

· Present the business case for doing so and what other options were considered.    


	15 Days

	Salary changes greater than 5% for any group of employees.

WAC 357-58-130

	Agencies must submit written request with justification to Office of the State HR Director for approval.

· The written request must include a justification as to why it’s necessary to provide salary increases exceeding 5 % to a group of WMS employees.

· The request must also present the business case for doing so and what other options are available.

· The estimated or actual cost associated with this action.  


	20 Days


	Provide lump-sum performance recognition payment to WMS Employees.

(for agencies without Performance Management Confirmation)

WAC 357-58-135

	Agencies must submit a written request with justification to Office of the State HR Director.  The Request must:

· Come from the Agency Director or designee.

· Identify the Name and Title of the employee for whom the request is made.

· Identify the requested amount.

· Provide justification for the request, detailing the exceptional nature of the employee’s performance.
	20 Days


	Exception to performance recognition pay limit for WMS Employees.

WAC 357-58-140

	Performance pay that exceeds 15% (357-28-300)

Agencies must submit a written request with justification to Office of the State HR Director.  The Request must:

· Come from the Agency Director or designee.

· Identify the Name and Title of the employee for whom the request is made.

· Identify the requested amount.

· Provide justification for the request, detailing the exceptional nature of the employee’s performance or achievements and why 15% is an insufficient award amount.

	20 Days

	Alternative employee performance plan and evaluation procedures for WMS.
WAC 357-58-415 

	Agencies must submit written request to Office of the State HR Director.  Request must include:

· Current plan and procedures.

· Proposed plan and procedures.

· Rationale for changes. 


	30 Days


NOTE:  This document can be found at HR Professionals                            Last Updated: December 22, 2011                                      Page 8 of 10

[image: image1.jpg]