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DISPOSITION OF CHAPTERS FORMERLY
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Chapter 251-16
EFFECT ON EXISTING RULES—RIGHT TO APPEAL

251-16-010 Effect upon existing rules. [Order i1, § 251-16-010,
filed 2/18/72; Order 10, § 251-16-010, filed 12/16/71;
Order 1, § 251-16-010, filed 9/15/69.] Repealed by
Order 61, filed 8/30/77, effective 10/1/77.

251-16-020 Right to appeal. [Order 11, § 251-16-020, filed 2/18/72.]
Repealed by Order 61, filed 8/30/77, effective 10/1/77.
Later promulgation, see WAC 251-12-075 and 251-18-
115.

251-16-030 Remedial action. [Order 58, § 251-16-030, filed
5/23/77; Order 29, § 251-16-030, filed 1/22/74.]
Repealed by Order 61, filed 8/30/77, effective 10/1/77.
Later promulgation, see WAC 251-12-600.

Chapter 251-01 WAC

DEFINITIONS
WAC
251-01-005 Administrative assistant exemption.
251-01-015 Affirmative action.
251-01-018 Agency.
251-01-020 Agricultural employees.
251-01-025 Allocation.
251-01-028 Anniversary date.
251-01-030 Annual performance evaluation.
251-01-035 Appointing authority.
251-01-040 Availability.
251-01-045 Board.
251-01-050 Certification.
251-01-055 Charges.
251-01-057 Child care emergency.
251-01-060 Class.
251-01-065 Classified service.
251-01-070 Collective bargaining.
251-01-072 Comparable worth adjustment indicator.
251-01-075 Competitive service.
251-01-077 Consecutive months.
251-01-080 Counseling exemption.
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251-01-005

251-01-435 Trial service.

251-01-440 Underutilization.
251-01-445 Union shop.

251-01-450 Union shop representative.
251-01-460 Writing.

DISPOSITION OF SECTIONS FORMERLY
CODIFIED IN THIS CHAPTER

251-01-010 Administrative employees. [Statutory Authority: RCW
28B.16.100. 86-09-078 (Order 147), § 251-01-010, filed
4/22/86.] Repealed by 92-05-034, filed 2/11/92, effec-
tive 4/1/92. Statutory Authority: RCW 28B.16.100.
Executive employees. [Statutory Authority: RCW
28B.16.100. 86-09-078 (Order 147), § 251-01-155, filed
4/22/86.] Repealed by 92-05-034, filed 2/11/92, effec-
tive 4/1/92. Statutory Authority: RCW 28B.16.100.
Hearing examiner. [Statutory Authority: RCW
28B.16.100. 86-09-078 (Order 147), § 251-01-205, filed
4/22/86.] Repealed by 98-19-035, filed 9/10/98, effec-
tive 10/12/98. Statutory Authority: RCW 41.06.150.
Professional employees. [Statutory Authority: RCW
28B.16.100. 86-09-078 (Order 147), § 251-01-320, filed
4/22/86.] Repealed by 92-05-034, filed 2/11/92, effec-
tive 4/1/92. Statutory Authority: RCW 28B.16.100.
Union shop representation fee. [Statutory Authority:
RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
455, filed 4/22/86.] Repealed by 88-18-018 (Order
172), filed 8/29/88, effective 10/1/88. Statutory Author-
ity: RCW 28B.16.100.

251-01-155

251-01-205

251-01-320

251-01-455

WAC 251-01-005 Administrative assistant exemp-
tion. A president or vice-president may have individual(s)
acting as his/her administrative assistant(s). The employee
normally performs supportive work for his/her superior as an
individual contributor without subordinates.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
005, filed 4/22/86. Formerly WAC 251-04-020.]

WAC 251-01-015 Affirmative action. A procedure by
which racial/ethnic minorities, women, persons of disability,
persons in the protected age category, Vietnam-era veterans,
and disabled veterans are provided with increased employ-
ment opportunities. It shall not mean any sort of quota sys-
tem.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
015, filed 4/22/86.]

WAC 251-01-018 Agency. An office, department,
board, commission, or other separate unit or division, how-
ever designated, of the state government and all personnel
thereof. It includes any unit of state government established
by law, the executive officer or members of which are either
elected or appointed, upon which the statutes confer powers
and impose duties in connection with operations of either a
governmental or proprietary nature. Unless the context oth-
erwise requires, use of the term "agency" in WAC 251 means
general government agencies and does not include institu-
tions of higher education.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-018, filed
9/10/98, effective 10/12/98.]

WAC 251-01-020 Agricultural employees. Employees
performing work which includes farming and all its branches,
including cultivating the soil, or growing or harvesting crops,
or raising livestock, bees, fur-bearing animals, or poultry; or
doing any practices performed by a farmer or on a farm as an
incident to or in conjunction with such farming operations.
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[Statatory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
020, filed 4/22/86.]

WAC 251-01-025 Allocation. The assignment of an
individual position to an appropriate class on the basis of the
kind, difficulty, and responsibility of the work of the position.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
025, filed 4/22/86.]

WAC 251-01-028 Anniversary date. The most recent
date of hire into state service which is used in determining if
vacation leave in excess of two hundred forty hours is to be
extinguished.

[Statutory Authority: RCW 28B.16.100. 88-13-018 (Order 169), § 251-01-
028, filed 6/6/88, effective 8/1/88.]

WAC 251-01-030 Annual performance evaluation.
The official annual performance rating of an employee
recorded on a form(s) approved by the director.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-030, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-030, filed 4/22/86.]

WAC 251-01-035 Appointing authority. A person or
group of persons lawfully authorized to make appointments.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
035, filed 4/22/86.]

WAC 251-01-040 Availability. An estimate, based on
the best data available, of the number of women, racial/ethnic
minorities, persons in the protected age category, Vietnam-
era and disabled veterans, and persons of disability who have
the skills and abilities required for employment in a particular
job group as determined from an analysis of relevant data.
The determination of the availability of protected group
members shall be based on consideration of the following
factors:

(1) The protected group population of the relevant labor
market.

(2) The size of the protected group unemployment force
in the relevant labor market.

(3) The percentage of the protected group work force as
compared with the total work force in the relevant labor mar-
ket.

(4) The general availability of protected group members
having requisite skills in the relevant labor market.

(5) The availability of protected group members having
requisite skills in an area in which the institution can reason-
ably recruit.

(6) The availability of promotable and transferable pro-
tected group members within the institution.

(7) The existence of training institutions capable of train-
ing persons in the requisite skills.

(8) The degree of training which the institution is reason-
ably able to undertake as a means of making all job classes
available to protected group members.

The availability estimates shall be based upon an analy-
sis of the factors determined to be relevant to the particular
job class/category.
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[Statutory Authority: RCW 28B.16.100. 87-16-045 (Order 158), § 251-01-
040, filed 7/29/87, effective 9/1/87; 86-09-078 (Order 147), § 251-01-040,
filed 4/22/86.]

WAC 251-01-045 Board. The Washington personnel
resources board.
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-045, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-045, filed 4/22/86.]

WAC 251-01-050 Certification. The act of providing
an employing official or appointing authority with the names
of the appropriate eligibles to be considered for appointment
to fill a vacancy.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
050, filed 4/22/86.]

WAC 251-01-055 Charges. A detailed statement of the
specific incidents alleging cause for dismissal or disciplinary
action.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
055, filed 4/22/86.]

WAC 251-01-057 Child care emergency. A situation
causing an employee's inability to report for or continue
scheduled work because of emergency child care require-
ments ("child" as identified in WAC 251-01-172), such as
unexpected absence of regular care provider, unexpected clo-
sure of child's school, or unexpected need to pick up child at
school earlier than normal.

[Statutory Authority: RCW 28B.16.100. 88-13-019 (Order 168), § 251-01-

057, filed 6/6/88; 87-14-051 (Order 156), § 251-01-057, filed 7/1/87, effec-
tive 8/1/87.]

WAC 251-01-060 Class. One or more positions suffi-
ciently similar with respect to duties and responsibilities that
the same descriptive title may be used with propriety to des-
ignate each position allocated to the class; that the same gen-
eral qualification requirements are needed for performance of
the duties of the class; that the same tests of fitness may be
used to select employees; and that the same schedule of pay
can be applied with equity to all positions in the class under
the same or substantially the same employment conditions.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
060, filed 4/22/86.]

WAC 251-01-065 Classified service. All positions in
the higher education institutions which are subject to the pro-
visions of chapter 41.06 RCW and these rules.

[Statutory Authority: RCW 41.06.150. 98-19-031, § 251-01-065, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-065, filed 4/22/86.]

WAC 251-01-070 Collective bargaining. The perfor-
mance of the mutual obligation of the appointing authority
and the certified exclusive bargaining representative to meet
at reasonable times, to confer and bargain in good faith, and
to execute a written agreement with respect to those person-
nel matters over which the appointing authority may lawfully
exercise discretion.
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251-01-110

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
070, filed 4/22/86.]

WAC 251-01-072 Comparable worth adjustment
indicator. A decimal suffix attached to the standard range
which identifies the comparable worth entitlement group for
a class.

[Statutory Authority: RCW 28B.16.100. 87-20-024 (Order 160), § 251-01-
072, filed 9/30/87.]

WAC 251-01-075 Competitive service. All positions
in the classified service for which a competitive examination
is required before appointment.

[Statutory Authority: RCW 28B.16.100. 93-01-156, § 251-01-075, filed

12/23/92, effective 2/1/93; 86-09-078 (Order 147), § 251-01-075, filed
4/22/86.]

WAC 251-01-077 Consecutive months. A span of time
which begins with the effective date of a personnel action and
ends on the day preceding that date any number of months
later as opposed to consecutive calendar months which is a
span of time beginning on the first day of the first month in
the sequence and ending on the last day of the last month in
the sequence.

[Statutory Authority: RCW 28B.16.100. 89-13-074 (Order 179), § 251-01-
077, filed 6/21/89, effective 10/1/89.]

WAC 251-01-080 Counseling exemption. Individuals
in counseling-exempt positions are responsible for directing
and/or participating in providing academic, athletic, medical,
career, financial aid, student activity and/or personal coun-
seling to students. Such activities include, but are not limited
to, providing individual and group guidance services using
recognized professional techniques and practices.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
080, filed 4/22/86.]

WAC 251-01-085 Cyclic year position. A position
scheduled to work less than twelve full months each year, due
to known, recurring periods in the annual cycle when the
position is not needed.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
085, filed 4/22/86.]

WAC 251-01-100 Demotion. The change of an
employee from a position in one class to a position in another
class which has a lower salary range maximum,

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
100, filed 4/22/86.]

WAC 251-01-105 Development. The attainment
through work experience and training of proficiency in skills
which will enable the employee to perform higher level
duties.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
105, filed 4/22/86.]

WAC 251-01-116 Director. The director of the depart-
ment of personnel.
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251-01-115

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-110, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 87-21-
089 (Order 163), § 251-01-110, filed 10/21/87; 86-09-078 (Oxder 147), §
251-01-110, filed 4/22/86.]

WAC 251-01-115 Dismissal. The termination of an
individual's employment for just cause as specified in these
rules.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
115, filed 4/22/86.]

WAC 251-01-120 Eligible. An applicant for a position
in the competitive service who has met the minimum qualifi-
cations for the class involved, has passed the examination,
and has met all requirements for eligibility as stated in the
recruitment notice; or an applicant for a position in the non-

competitive service who has met all requirements for eligibil-

ity as stated in the recruitment notice.

[Statutory Authority: RCW 28B.16.100. 93-01-156, § 251-01-120, filed
12/23/92, effective 2/1/93; 86-09-078 (Order 147), § 251-01-120, filed
4/22/86.]

WAC 251-01-125 Eligible list. A list established by the
personnel officer, composed of names of persons who have
made proper application, met the minimum qualifications,
and successfully completed the required examination process
to be certified for vacancies in a class at the institution.

[Statutory Authority: RCW 28B.16.100, 86-09-078 (Order 147), § 251-01-
125, filed 4/22/86.]

WAC 251-01-130 Employee. A person working in the
classified service at an institution.

[Statutory Authority: RCW 28B.16.100, 86-09-078 (Order 147), § 251-01-
130, filed 4/22/86.]

WAC 251-01-135 Employee organization. Any lawful
association, labor organization, federation, council, or broth-
erhood, having as one of its purposes the improvement of
working conditions among employees, and which has filed a
notice of intent to represent employees with the director, and
which has been authorized in accordance with WAC 251-14-
020.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
135, filed 4/22/86.]

WAC 251-01-140 Employing official. An administra-
tive or supervisory employee designated by the appointing
authority to exercise responsibility for requesting certifica-
tion, interviewing eligibles, and employing classified
employees.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
140, filed 4/22/86.]

WAC 251-01-145 Essential job elements. Knowl-
edges, skills, and abilities which persons must possess in
order to perform the duties of a class or a specific position in
a class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
145, filed 4/22/86.]
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WAC 251-01-147 Examination process. The process
used to administer and score examinations. It ends when
applicants are notified of their examination results and does
not include certification for positions or the actions of
employing officials regarding certified eligibles.

[Statutory Authority: RCW 28B.16.100. 93-01-156, § 251-01-147, filed
12/23/92, effective 2/1/93.]

WAC 251-01-15¢ Examinations. Any measures or
assessments used in the process of identifying names for cer-
tification to vacancies in accordance with chapter 41.06
RCW and WAC 251-18-240. Examinations include exami-
nation content, administration, and evaluation.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-150, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-150, filed 4/22/86.]

WAC 251-01-160 Executive head exemption. Execu-
tive heads of major academic or administrative divisions are
analogous in the hierarchy to vice-presidents, deans and
chairmen. Directors may be executive heads as determined
by the board. An executive head is in charge of a separate
budget unit and directs subordinates.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-160, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-160, filed 4/22/86.]

WAC 251-01-165 Exempt position. A position prop-
erly designated as exempt from the application of these rules
as provided in WAC 251-04-040. (Also see separate defini-
tions of "administrative assistant exemption," "executive
head exemption," "research exemption," "counseling exemp-
tion," "extension and/or continuing education exemption,"
“graphic arts or publication exemption," and "principal assis-
tant exemption.")

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
165, filed 4/22/86.]

WAC 251-01-170 Extension and/or continuing edu-
cation exemption. Individuals considered exempt in this cat-
egory are responsible for originating and developing formal
education programs for the general public, usually involving
close contact with faculty and staff or training or consulting
with specific groups in the community to enable them to pro-
vide specialized training and/or services to the community.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
170, filed 4/22/86.]

WAC 251-01-172 Family members. Individuals con-
sidered to be members of the family are mother, father, sister,
brother, mother-in-law, father-in-law, husband, wife, grand-
parent, grandchild, son, daughter, stepchild, a child in the
custody of and residing in the home of an employee.

[Statutory Authority: RCW 28B.16.100. 87-14-051 (Order 156), § 251-01-
172, filed 7/1/87, effective 8/1/87.]

WAC 251-01-175 Final examination score. An appli-
cant's final passing score on an examination, plus any veter-
ans preference or other applicable credits added in accor-
dance with WAC 251-17-150 and/or 251-18-180 (10)(b).
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[Statutory Authority: RCW 28B.16.100. 88-02-017 (Order 164), § 251-01-
175, filed 12/30/87, effective 2/1/88; 86-09-078 (Order 147), § 251-01-175,
filed 4/22/86.]

WAC 251-01-180 Fringe benefits. As used in the con-
duct of salary surveys, the term shall include but not be lim-
ited to compensation for leave time, including vacation, civil,
and personal leave; employer retirement contributions; health
insurance payments, including life, accident, and health
insurance, worker's compensation, and sick leave; and stock
options, bonuses, and purchase discounts where appropriate.
[Statutory Authority: RCW 28B.16.100. 90-14-018, § 251-01-180, filed

6/27/90, effective 8/1/90; 86-09-078 (Order 147), § 251-01-180, filed
4/22/86.]

WAC 251-01-185 Full-time employment. Work con-
sisting of forty hours per week.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
185, filed 4/22/86.]

WAC 251-01-190 Goals. (Hiring and/or promotion.)
The projected number of hires and/or promotions needed to
correct identified areas of underutilization.

[Statutory Authority: RCW 28B.16.100. 87-02-036 (Order 154), § 251-01-

190, filed 1/2/87, effective 2/1/87; 86-09-078 (Order 147), § 251-01-190,
filed 4/22/86.]

WAC 251-01-195 Graphic arts or publication
exemption. Individuals qualifying for exemption under this
category will be involved in performing selected graphic arts
or publication activities requiring prescribed academic prep-
aration or special training. Positions of this type are those
which use special visual techniques, require original design
and layout and/or can be distinguished from positions associ-
ated with the standard editorial functions.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
195, filed 4/22/86.]

WAC 251-01-200 Grievance. A dispute filed in accor-
dance with a grievance procedure of a signed collective bar-
gaining agreement.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
200, filed 4/22/86.]

WAC 251-01-201 Higher education system or higher
education rules. The system of personnel administration
that applies to classified employees or positions under the
jurisdiction of chapter 41.06 RCW and exclusively under
those chapters of Title 251 WAC that are adopted by the
board.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-201, filed
9/10/98, effective 10/12/98.]

WAC 251-01-210 Institutional examination. An
examination developed to meet unique requirements of a sin-
gle institution:

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
210, filed 4/22/86.]
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251-01-250

WAC 251-01-215 Institutions of higher education.
The University of Washington, Washington State University,
Central Washington University, Eastern Washington Univer-
sity, Western Washington University, The Evergreen State
College, and the various state community colleges. For pur-
poses of application of these rules, the term shall be consid-
ered to include the various related boards as defined in this
section, unless specifically indicated to the contrary.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
215, filed 4/22/86.]

WAC 251-01-220 Job analysis. Any systematic proce-
dure for gathering, documenting and analyzing information
about the job content and requirements for a class or position
in a class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
220, filed 4/22/86.]

WAC 251-01-225 Job categories. Those groupings
required in equal employment opportunity reports to federal
agencies,

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
225, filed 4/22/86.]

WAC 251-01-230 Job group. For affirmative action
goal-setting purposes, a group of jobs having similar content,
wage rates and opportunities. An EEO job category may con-
sist of one or more job groups.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
230, filed 4/22/86.]

WAC 251-01-235 Lateral movement. Appointment of
an employee to a position in another class which has the same
salary range maximum as the employee's current class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
235, filed 4/22/86.]

WAC 251-01-246 Layoff. Any of the following man-
agement initiated actions caused by lack of funds or lack of
work:

(1) Separation from service to an institution;

(2) Separation from service within a class;

(3) Reduction in the work year; and/or

(4) Reduction in the number of work hours.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
240, filed 4/22/86.]

WAC 251-01-245 Layoff seniority. The total amount
of service an employee earns as a result of unbroken classi-
fied employment and statutory allowance.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
245, filed 4/22/86.]

WAC 251-01-250 Layoff unit. A clearly identified
structure within an institution, which is approved by the
director, and within which employment/layoff options are
determined in accordance with the reduction in force proce-
dure.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
250, filed 4/22/86.]
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WAC 251-01-255 Lead. An employee who, in addition
to his/her other duties, has responsibility regularly to assign,
instruct and check the work of others as a significant part of
his/her work responsibilities. This definition is not intended
to cover professional employees who provide direction to
support staff.,

[Statutory Authority: RCW 28B.16.100. 88-17-108 (Order 173), § 251-01-

255, filed 8/24/88, effective 10/1/88; 86-09-078 (Order 147), § 251-01-255,
filed 4/22/86.]

WAC 251-01-258 Nonassociation fee. A fee which an
employee who is granted nonassociation as provided in WAC
251-14-058(3) must pay to a union shop exclusive represen-
tative. This fee is equivalent to regular dues of the employee
organization less any included monthly premiums for union-
sponsored insurance programs.

[Statutory Authority: RCW 28B.16.100. 88-18-018 (Order 172), § 251-01-
258, filed 8/29/88, effective 10/1/88.]

WAC 251-01-260 Noncompetitive service. All posi-
tions in the classified service for which a competitive exami-
nation is not required.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
260, filed 4/22/86.]

WAC 251-01-265 Organizational unit. A clearly iden-
tified structure, or substructure of persons employed to
achieve a common goal or function under the direction of a
single official. An organizational unit may consist of either
an administrative entity or a geographically separated activ-
ity.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
265, filed 4/22/86.]

WAC 251-01-270 Part-time employment. Work of
twenty or more hours per week but less than full time
employment with an understanding of continuing employ-
ment for six months or more.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
270, filed 4/22/86.]

WAC 251-01-275 Periodic increment date (P.I.D.).
The date upon which an employee is scheduled to move to a
higher salary step within the range for his/her current class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
275, filed 4/22/86.]

WAC 251-01-280 Permanent employee. An employee
who has successfully completed a probationary period at the
institution within the current period of employment or trial
service period resulting from promotion, transfer, lateral
movement, or voluntary demotion from another insfitution,
related board or state agency.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
280, filed 4/22/86.]

WAC 251-01-285 Person of disability. Any person
with physical, mental or sensory impairments that would
impede that individual in obtaining and maintaining perma-
nent employment and promotional opportunities. The impair-
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ments must be material rather than slight, static and perma-
nent in that they are seldom fully corrected by medical
replacement, therapy, or surgical means.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
285, filed 4/22/86.]

WAC 251-01-290 Personnel officer. The principal
employee in each institution/related board responsible for
administrative and technical personnel activities of the classi-
fied service.

[Statutory Authority: RCW 28B.16.100, 86-09-078 (Order 147), § 251-01-
290, filed 4/22/86.)

WAC 251-01-295 P.L.D. Commonly used abbreviation
for periodic increment date.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
295, filed 4/22/86.]

WAC 251-01-300 Position. A set of duties and respon-
sibilities normally utilizing the full or part-time employment
of one employee.

[Statutory Authority: RCW 28B.16.100. 87-02-036 (Order 154), § 251-01-

300, filed 1/2/87, effective 2/1/87; 86-09-078 (Order 147), § 251-01-300,
filed 4/22/86.]

WAC 251-01-305 Principal assistant exemption,
Individuals qualifying for exemption under this category
function as second-in-command in importance levels. The
individual may perform many of the functions of his/her
superior in the superior's absence, or alternatively may have
major administrative or program responsibilities. Reporting
relationships will not be below that of the executive head. In
some institutions an executive head may have more than one
principal assistant as determined by the board.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-305, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-305, filed 4/22/86.]

WAC 251-01-310 Probationary period. The initial
six-month period of employment in a class following
appointment from an eligible list of a nonpermanent
employee. However, upon prior approval by the board, the
probationary period for selected classes may be established
for a period in excess of six months but not to exceed twelve
months.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
310, filed 4/22/86.]

WAC 251-01-315 Probationary reappointment.
Appointment of a probationary employee from an eligible list
to a position in a different class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
315, filed 4/22/86.]

WAC 251-01-325 Promotion. The appointment as a
result of recruitment, examination and certification, of a per-
manent employee to a position in another class having a
higher salary range maximum,

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
325, filed 4/22/86.]
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WAC 251-01-330 Protected groups. For affirmative
action purposes means racial/ethnic minorities (Black,
Asian/Pacific Islander, Hispanic, Native American Indian),
women, persons in the protected age class, persons of disabil-
ity, Vietnam-era and disabled veterans.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
330, filed 4/22/86.]

WAC 251-01-335 Provisional appointment. Appoint-
ment made prior to establishment of an eligible list, per the
provisions of WAC 251-19-030. A person so appointed is
required to apply through the competitive process to be con-
sidered for the position on a permanent basis.

[Statutory Authority: RCW 28B.16.100. 88-02-017 (Order 164), § 251-01-

335, filed 12/30/87, effective 2/1/88; 86-09-078 (Order 147), § 251-01-335,
filed 4/22/86.]

WAC 251-01-340 Public records. Any writing con-
taining information relating to conduct of government or the
performance of any governmental or proprietary function
prepared, owned, used or retained by any state or local
agency regardless of physical form or characteristics.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
340, filed 4/22/86.]

WAC 251-01-345 Rating factor. An element, duty,
responsibility, skill, ability, or other specific aspect of perfor-
mance which is rated as part of the annual performance eval-
uation.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
345, filed 4/22/86.]

"WAC 251-01-350 Rating guide. A document which
states how ratings are assigned to applicants' experience,
training, or other qualifications on each examination element.

[Statutory Authority: RCW 28B.16.100. 93-01-156, § 251-01-350, filed
12/23/92, effective 2/1/93; 86-09-078 (Order 147), § 251-01-350, filed
4/22/86.]

WAC 251-01-355 Reallocation. The assignment of a
position by the personnel officer to a different class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
355, filed 4/22/86.]

WAC 251-01-360 Reassignment. A management initi-

ated movement of a classified employee from one position to

another in the same class.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
360, filed 4/22/86.]

WAC 251-01-365 Related boards. The state board for
community and technical colleges; and such other boards,
councils, and commissions related to institutions of higher
education as may be established. For purposes of application
of these rules, the term "institution" shall be considered to
include these related boards, unless specifically indicated to
the contrary.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-365, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-365, filed 4/22/86.]
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WAC 251-01-367 Representation fee. A fee in lieu of
regular dues which an employee may pay to a union shop
exclusive representative. The fee shall constitute an em-
ployee's proportionate fair share of the direct costs of negoti-
ating and administering the collective bargaining agreement
and of settling grievances, appeals, and disputes, and also the
expenses of activities or undertakings normally or reasonably
employed to implement or effectuate the duties of the organi-
zation as exclusive representative. This fee shall not include
the cost of political or ideological activities, or any other
activity of the organization, unrelated to the organization's
duties as exclusive representative,

[Statutory Authority: RCW 28B.16.100. 88-18-018 (Order 172), § 251-01-
367, filed 8/29/88, effective 10/1/88.]

WAC 251-01-370 Research exemption. Individuals in
research-exempt positions spend the majority of their time in
one or more of the following activities: Identification and
definition of research problems, design of approaches or
hypotheses and methodology to be used, design of specific
phases of research projects, analysis of results, development
of conclusion and hypothesis, presentation of research results
in publishable form.

[Statutory Authority; RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
370, filed 4/22/86.]

WAC 251-01-375 Resignation. A voluntary termina-
tion of employment.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
375, filed 4/22/86.]

WAC 251-01-380 Reversion. The return of a perma-
nent employee from trial service to the most recent class in
which permanent status was achieved at the institution.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
380, filed 4/22/86.]

WAC 251-01-382 Salary range. A sequence of mini-
mum, intervening, and maximum dollar amounts designated
by the board as the monthly compensation for a class. Salary
ranges are identified in the classification/compensation plan
by either a whole number (standard range) or a whole number
with a decimal suffix (comparable worth adjustment indica-
tor).

[Statutory Authority: RCW 28B.16.100. 87-20-024 (Order 160), § 251-01-
382, filed 9/30/87.]

WAC 251-01-385 Specific position elements. Knowl-
edges, skills, and abilities which a job analysis indicates to be
significant for performing the duties of a specific position in
a class but which are not significant for the class in general.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
385, filed 4/22/86.]

WAC 251-01-390 Specific position requirements,
Specific position elements which are essential job elements.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
390, filed 4/22/86.]
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WAC 251-01-392 Standard range. A salary range
identified by a whole number.

[Statutory Authority: RCW 28B.16.100. 87-20-024 (Order 160), § 251-01-
392, filed 9/30/87.]

WAC 251-01-395 Supervisor. Any individual having
authority, in the interest of the employer, to hire, transfer,
suspend, layoff, recall, promote, discharge, assign, reward or
discipline other employees, or responsibility to direct them or
adjust their grievances, or effectively to recommend such
action if in connection with the foregoing the exercise of such
authority is not of a merely routine or clerical nature, but
requires the use of independent judgment.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
395, filed 4/22/86.]

WAC 251-01-400 Supplemental certification. A pro-
cess by which eligible members of protected groups can be
referred to employing officials for the filling of position
vacancies in job classes/categories where it has been deter-
mined that underutilization exists.

[Statutory Authority: RCW 28B.16.100. 87-02-036 (Order 154), § 251-01-

400, filed 1/2/87, effective 2/1/87; 86-09-078 (Order 147), § 251-01-400,
filed 4/22/86.}

WAC 251-01-405 Suspension. An enforced absence
without pay for disciplinary purposes.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
405, filed 4/22/86.]

WAC 251-01-410 System examination. An examina-
tion developed to meet the requirements of all institutions in
the higher education system and approved by the director for
use by all such institutions.

(Statutory Authority: RCW 41.06.150. 98-19-035, § 251-01-410, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 86-09-
078 (Order 147), § 251-01-410, filed 4/22/86.]

WAC 251-01-415 Temporary appointment. (1) Work
performed in the absence of an employee on leave for more
than six consecutive months in accordance with WAC 251-
19-120(2); or

(2) Performance of work which does not exceed one
thousand fifty hours in any twelve consecutive month period
from the original date of hire or October 1, 1989, whichever
is later, in accordance with WAC 251-04-040(5); or

(3) Formal assignment of the duties and responsibilities
of a higher level class for a period of less than six consecutive
months.

[Statutory Authority: RCW 28B.16.100, 28B.16.040(2) and 70.24.300. 90-
01-007,§ 251-01-415; filed 12/7/89; effective 1/7/90. Statutory Authority:
RCW 28B.16.100. 89-13-074 (Order 179), § 251-01-4135, filed 6/21/89,

effective 10/1/89; 88-02-017 (Order 164), § 251-01-415, filed 12/30/87,
effective 2/1/88; 86-09-078 (Order 147), § 251-01-4135, filed 4/22/86.]

WAC 251-01-420 Timetables. Established time peri-
ods during which identified areas of underutilization will be
corrected.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
420, filed 4/22/86.]
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WAC 251-01-425 Training. Formal and systematic
learning activities intended to provide employees with the
knowledge and skills necessary to become proficient or qual-
ified in a particular field.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
425, filed 4/22/86.}

WAC 251-01-430 Transfer. An employee initiated
change from one classified position to another in the same
class without a break in service.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
430, filed 4/22/86.]

WAC 251-01-435 Trial service. The initial period of
employment following promotion, transfer, demotion, or lat-
eral movement into a class in which the employee has not
held permanent status at the institution or related board,
beginning with the effective date of the change and continu-
ing for six months, unless interrupted as provided in these
rules or extended as provided in WAC 251-19-060(6).
[Statutory Authority: RCW 28B.16.100. 88-02-017 (Order 164), § 251-01-

435, filed 12/30/87, effective 2/1/88; 86-09-078 (Order 147), § 251-01-435,
filed 4/22/86.]

WAC 251-01-440 Underutilization. Having fewer
racial/ethnic minorities, women, persons in the protected age
category, Vietnam-era and disabled veterans, or persons of
disability in a particular job group than would reasonably be
expected by their availability.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
440, filed 4/22/86.]

WAC 251-01-445 Union shop. A union membership
provision which, as a condition of employment, requires all
employees within a bargaining unit to pay monthly or other
periodic dues to an employee organization, or to pay a repre-
sentation fee or nonassociation fee.

[Statutory Authority: RCW 28B.16.100. 88-18-018 (Order 172), § 251-01-

445, filed 8/29/88, effective 10/1/88; 86-09-078 (Order 147), § 251-01-445,
filed 4/22/86.]

WAC 251-01-450 Union shop representative. An
employee organization which is the exclusive representative
of a bargaining unit that has been certified by the director as
the union shop representative following an election wherein a
majority of employees in the bargaining unit voted in favor of
requiring membership in the employee organization as a con-
dition of employment.

[Statutory Authority: RCW 28B.16.100. 86-09-078 (Order 147), § 251-01-
450, filed 4/22/86.]

WAC 251-01-460 Writing. Handwriting, typewriting,
printing, photostating, photographing and every other means
of recording any form of communication or representation
including letters, words, pictures, sounds; or symbols or com-
bination thereof and all papers, maps, magnetic or paper
tapes, photographic films and prints, magnetic or punched
cards, discs, drums and other documents.

[Statutory Authority: RCW 28B.16.100, 86-09-078 (Order 147), § 251-01-
460, filed 4/22/86.}
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General Provisions

Chapter 251-04 WAC
GENERAL PROVISIONS

WAC

251-04-010 Purpose.

251-04-030 Scope.

251-04-040 Exemptions.

251-04-050 Powers—Duties of the board.

251-04-060 Director.

251-04-070 Personnel officers.

251-04-100 Computation of time.

251-04-105 Method and completion of service.

251-04-110 Filing with board.

251-04-160 Federal preemption—Fair Labor Standards Act.

251-04-170 Americans with Disabilities Act of 1990—Federal and
state preernption.

DISPOSITION OF SECTIONS FORMERLY
CODIFIED IN THIS CHAPTER

251-04-005 State Environmental Policy Act. [Order 56, § 251-04-
005, filed 1/14/77, effective 2/14/77.] Repealed by
Order 63, filed 11/22/77.
Definitions. [Statutory Authority: RCW 28B.16.100.
86-06-034 (Order 145), § 251-04-020, filed 2/28/86,
effective 4/1/86; 86-03-081 (Order 143), § 251-04-020,
filed 1/22/86, effective 3/1/86; 85-20-049 (Order 136), §
251-04-020, filed 9/25/85; 85-16-038 (Order 134), §
251-04-020, filed 7/31/85, effective 9/1/85; 85-04-019
(Order 123), § 251-04-020, filed 1/30/85; 84-22-021
(Order 121), § 251-04-020, filed 10/31/84, effective
12/1/84; 84-16-067 (Order 119), § 251-04-020, filed
7/31/84: 84-10-058 (Order 116), § 251-04-020, filed
5/2/84; 84-06-035 (Order 112), § 251-04-020, filed
3/2/84; 84-02-042 (Order 110), § 251-04-020, filed
12/30/83, effective 2/1/84; 83-10-029 (Order 105), §
251-04-020, filed 4/29/83, effective 6/1/83; 83-07-056
(Order 104), § 251-04-020, filed 3/22/83, effective
4/25/83; 82-16-002 (Order 98), § 251-04-020, filed
7/22/82, effective 9/1/82; 82-04-069 (Order 93), § 251-
04-020, filed 2/3/82; 81-24-019 (Order 92), § 251-04-
020, filed 11/24/81, effective 1/1/82; 81-15-003 (Order
88), § 251-04-020, filed 7/2/81; 80-08-073 (Order 84), §
251-04-020, filed 7/2/80; 78-06-068 (Order 68), § 251-
04-020, filed 5/25/78, effective 7/1/78; Order 63, § 251-
04-020, filed 11/22/77; Order 61, § 251-04-020, filed
8/30/77, effective 10/1/77; Order 52, § 251-04-020,
filed 2/26/76, effective 3/29/76; Order 51, § 251-04-
020, filed 1/20/76; Order 46, § 251-04-020, filed
9/19/76; Order 37, § 251-04-020, filed 10/15/74; Order
25, § 251-04-020, filed 7/17/73; Order 21, § 251-04-
020, filed 5/24/73; Order 19, § 251-04-020, filed
12/20/72; Order 12, § 251-04-020, filed 5/23/72, effec-
tive 6/25/72; Order 8, § 251-04-020, filed 6/17/71,
effective 7/19/71; Order 4, § 251-04-020, filed 2/19/71;
Order 3, § 251-04-020, filed 1/15/71; Order 2, § 251-
04-020, filed 3/12/70; Order 1, § 251-04-020, filed
9/15/69.] Repealed by 86-09-078 (Order 147), filed
4/22/86. Statutory Authority: RCW 28B.16.100. Later
promulgation, see chapter 251-01 WAC.
Exempt conversion appeals. [Permanent and Emer-
gency Order 50, § 251-04-045, filed 1/20/76.] Repealed
by Order 61, filed 8/30/77, effective 10/1/77.
State Environmental Policy Act. [Order 61, § 251-04-
150, filed 8/30/77, effective 10/1/77.] Repealed by 98-
19-035, filed 9/10/98, effective 10/12/98. Statutory
Authority: RCW 41.06.150.

251-04-020

251-04-045

251-04-150

WAC 251-04-010 Purpose. (1) The interests of state
higher education institutions and the employees of those
institutions will be furthered by the enactment of a system of
personnel administration designed specifically to meet par-
ticular needs in connection with employer-employee rela-
tions. The general purpose of this chapter is to establish a sys-
tem of personnel administration for the state higher education
institutions which is based on merit principles and scientific
methods.
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(2) In the development of rules consistent with the pur-
poses set forth in WAC 251-04-010(1), the following merit
principles shall be guiding:

(a) Recruiting, selecting, and advancing employees on
the basis of their relative ability, knowledge, and skills,
including open consideration of qualified applicants for ini-
tial appointments;

(b) Providing equitable and adequate compensation;

(c) Training employees, as needed, to assure high-qual-
ity performance;

(d) Retaining employees on the basis of the adequacy of
their performance, correcting inadequate performance, and
separating employees whose inadequate performance cannot
be corrected;

(e) Assuring fair treatment of applicants and employees
in all aspects of personnel administration without regard to
political affiliation, race, color, national origin, sex, or reli-
gious creed and with proper regard for their privacy and con-
stitutional rights as citizens; and

(f) Assuring that employees are protected agamst coer-
cion for partisan political purposes.

[Order 61, § 251-04-010, filed 8/30/77, effective 10/1/77; Order 1, § 251-04-
010, filed 9/15/69.]

WAC 251-04-030 Scope. The provisions of these rules
shall apply to all personnel of the higher education
institutions/related boards except those exempted under the
provisions of WAC 251-04-040. These rules and the compen-
sation and classification plans adopted hereunder shall con-
tinue to apply as before and shall not be used interchange-
ably with Title 356 WAC., Further, these rules and compen-
sation and classification plans shall continue to apply as
before until such time as the board has had adequate time to
review and consider changes to the existing rules and plans.
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-030, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 41.06.040 and
41.06.150. 93-19-147 (Order 432), § 251-04-030, filed 9/22/93, effective

10/23/93; Order 61, § 251-04-030, filed 8/30/77, effective 10/1/77; Order 1,
§ 251-04-030, filed 9/15/69.]

WAC 251-04-040 Exemptions. The following classifi-
cations, positions, and employees of higher education
institutions/related boards are hereby exempted from cover-
age of this chapter.

(1) Members of the governing board of each
institution/related board; all presidents, vice-presidents and
their confidential secretaries, administrative and personal
assistants; deans, directors, and chairs; academic personnel,
executive heads of major administrative or academic divi-
sions employed by institutions of higher education; principal
assistants to executive heads of major administrative or aca-
demic divisions; other managerial or professional employees
in an institution or related board having substantial responsi-
bility for directing or controlling program operations and
accountable for allocation of resources and program results,
or for the formulation of institutional policy, or for carrying
out personnel administration or labor relations functions,
legisiative relations, public information, development, senior
computer systems and network programming, or internal
audits and investigations; and any employee of a community
college district whose place of work is one which is physi-
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cally located outside the state of Washington and who is
employed pursuant to RCW 28B.50.092 and assigned to an
educational program operating outside of the state of Wash-
ington.

(2) Officers, academic personnel, and employees of
technical colleges.

(3) Students employed by the institution at which they
are enrolled (or related board) and who either:

(a) Work five hundred sixteen hours or less in any six
consecutive months, exclusive of hours worked in a tempo-
rary position(s) during the summer and other breaks in the
academic year, provided such employment does not:

(i) Take the place of a classified employee laid off due to
lack of funds or lack of work; or

(ii) Fill a position currently or formerly occupied by a
classified employee during the current or prior calendar or
fiscal year, whichever is longer;

(b) Are employed in a position directly related to their
major field of study to provide training opportunity; or

(c) Are elected or appointed to a student body office or
student organization position such as student officers or stu-
dent news staff members.

(4) Students participating in a documented and approved
programmed internship which consists of an academic com-
ponent and work experience.

(5) Students employed through the state or federal
work/study programs.

(6) Persons employed to work one thousand fifty hours
or less in any twelve consecutive month period from the
original date of hire or October 1, 1989, whichever is later.
Such an appointment may be subject to remedial action in
accordance with WAC 251-12-600, if the number of hours
worked exceeds one thousand fifty hours in any twelve con-
secutive month period from the original date of hire or Octo-
ber 1, 1989, whichever is later, exclusive of overtime or
work time as described in subsection (3) of this section.

(7) Part-time professional consultants retained on an
independent part-time or temporary basis such as physicians,
architects, or other professional consultants employed on an
independent contractual relationship for advisory purposes
and who do not perform administrative or supervisory duties.

(8) Staff employed by Washington State University to
administer energy education, applied research, and technol-
ogy transfer programs under RCW 43.21F.045 as provided
in RCW 28B.30.900(5).

(9) Printing craft employees in the department of print-
ing at the University of Washington.

(10) The director, his/her confidential secretary, assistant
directors, and professional education employees of the state
board for community and technical colleges.

(11) The governing board of each institution/related
board may also exempt from this chapter, subject to the
employee's right of appeal to the personnel appeals board,
classifications involving research activities, counseling of
students, extension or continuing education activities,
graphic arts or publications activities requiring prescribed
academic preparation or special training, as determined by
the Washington personnel resources board: Provided, That
no nonacademic employee engaged in office, clerical, main-
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tenance, or food and trades services may be exempted by the
Washington personnel resources board under this provision,

(12) Any person holding a classified position subject to
the provisions of this chapter shall, when and if such position
is subsequently exempted from the application of this chap-
ter, be afforded the following right: If such person previ-
ously held permanent status in another classified position,
such person shall have a right of reversion to the highest
class of position previously held, or to a position of similar
nature and salary. Any employee whose position has been
exempted after July 1, 1993, shall have the right to appeal to
the personnel appeals board created by RCW 41.64.010 not
later than thirty days after the effective date of such action.

(13) Any classified employee having civil service status
in a classified position who accepts an appointment in an
exempt position shall have the right of reversion to the high-
est class of position previously held, or to a position of simi-
lar nature and salary. Application for return to classified ser-
vice must be made not later than thirty calendar days follow-
ing the conclusion of the exempt appointment. A person
occupying an exempt position who is terminated from the
position for gross misconduct or malfeasance does not have
the right of reversion to a classified position as provided for
in this section.

(14) When action is taken to convert an exempt position
to classified status, the effect upon the incumbent of such
position shall be as provided in WAC 251-19-160.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-040, filed
9/10/98, effective 10/12/98. Statutory Authority: Chapter 41.06 RCW and
41.06.150. 94-16-049, § 251-04-040, filed 7/27/94, effective 9/1/94. Statu-
tory Authority: RCW 41.06.040 and 41.06.150. 94-02-031, § 251-04-040,
filed 12/29/93, effective 2/1/94; 93-19-147 (Order 432), § 251-04-040, filed
9/22/93, effective 10/23/93. Statutory Authority: RCW 28B.16.100. 90-17-
037, § 251-04-040, filed 8/10/90, effective 10/1/90; 90-06-023, § 251-04-
040, filed 2/28/90, effective 4/1/90. Statutory Authority: RCW 28B.16.100,
28B.16.040(2) and 70.24.300. 90-01-007, § 251-04-040, filed 12/7/89,
effective 1/7/90. Statutory Authority: RCW 28B.16.100. 89-13-074 (Order
179), § 251-04-040, filed 6/21/89, effective 10/1/89; 88-15-023 (Order 170),
§ 251-04-040, filed 7/12/88; 88-02-017 (Order 164), § 251-04-040, filed
12/30/87, effective 2/1/88; 87-02-036 (Order 154), § 251-04-040, filed
1/2/87, effective 2/1/87; 84-16-067 (Order 119), § 251-04-040, filed
7/31/84; 82-16-002 (Order 98), § 251-04-040, filed 7/22/82, effective
9/1/82; 82-04-069 (Order 93), § 251-04-040, filed 2/3/82; 78-10-090 (Order
70), § 251-04-040, filed 9/29/78, effective 11/1/78; Otder 64, § 251-04-040,
filed 12/23/77, effective 1/23/78; Order 63, § 251-04-040, filed 11/22/77,
effective 12/22/77; Order 61, § 251-04-040, filed 8/30/77, effective 10/1/77,
Order 10, § 251-04-040, filed 12/16/71; Order 4, § 251-04-040, filed
2/19/71; Order 1, § 251-04-040, filed 9/15/69.]

WAC 251-04-050 Powers—Duties of the board. (1) It
shall be the responsibility of the personnel board to:

(a) Establish general policies for the administration of
merit system examinations and the hearing of personnel
appeals.

(b) Make rules and regulations providing for employee
participation in the development and administration of per-
sonnel policies.

(c) Hear personnel appeals.

(d) Promote public understanding of the purposes, poli-
cies, and practices of the merit system.

(2) The board shall adopt and promulgate rules and reg-
ulations consistent with the purposes and provisions of the
state civil service law and with the best standards of person-
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nel administration, regarding the basis and procedures to be
followed for:

(a) The demotion, suspension, reduction in salary or dis-
missal of an employee and appeals therefrom.

(b) Certification of names for vacancies including
departmental promotions.

(c) Examinations for all positions in the competitive and
noncompetitive service.

(d) Appointments.

(e) Probationary periods of six to twelve months and
rejections therein.

(f) Transfers:

(g) Sick and vacation leaves.

(h) Hours of work.

(i) Layoffs, when necessary, and subsequent reemploy-
ment.

(j) Agreements between institutions/related boards and
certified exclusive representatives providing for grievance
procedures and collective negotiations on personnel matters.

(k) Adoption and revision of a comprehensive classifica-
tion plan for all positions in the classified service, based on
investigation and analysis of duties and responsibilities of
each position. In adopting these revisions the board shall
comply with RCW 41.06.152, RCW 41.06.150(15), and
chapter 43.88 RCW.

(1) Allocation and reallocation of positions within the
classification plan.

(m) Adoption and revision of a state salary schedule to
reflect not less than the prevailing rates in Washington state
private industries and other governmental units for positions
of a similar nature, with adoption and revision subject to
approval by the director of the office of financial manage-
ment in accordance with the provisions of chapter 43.88
RCW.

(n) Training programs, including in-service, promotional
and supervisory.

(o) Regular increments within the series of steps for each
pay range, based on length of service for all employees
whose standards of performance are such as to permit them
to retain job status within the classified service.

(p) Compliance with existing veterans preference stat-
utes.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-050, filed
9/10/98, effective 10/12/98; 96-11-063, § 251-04-050, filed 5/10/96, effec-
tive 6/6/96; 95-19-055, § 251-04-050, filed 9/15/95, effective 10/16/95.
Statutory Authority: RCW 41.06.040 and 41.06.150. 93-19-147 (Order
432), § 251-04-050, filed 9/22/93, effective 10/23/93. Statutory Authority:
RCW 28B.16.100. 86-09-077 (Order 149), § 251-04-050, filed 4/22/86,
effective 6/1/86. Statutory Authority: Chapter 28B.16 RCW. 85-20-048
(Order 135), § 251-04-050, filed 9/25/85, effective 11/1/85. Statutory
Authority: RCW 28B.16.100. 84-12-047 (Order 117), § 251-04-050, filed
6/1/84; 82-16-002 (Order 98), § 251-04-050, filed 7/22/82, effective 9/1/82;

Order 61, § 251-04-050, filed 8/30/77, effective 10/1/77; Order 1, § 251-04-
050, filed 9/15/69.]

WAC 251-04-060 Director. (1) The director shall
periodically and at such other times as may be necessary,
audit and review the personnel administration and manage-
ment at each institution and related board.

All relevant files and records of appointing authorities
and personnel officers shall be made available to the director
atany time.
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(2) The director shall take any action necessary to ensure
and enforce compliance with chapter 41.06 RCW and these
rules.

(3) The director of personnel may delegate to the person-
nel officer of any higher education institution or related
board the director's authority to perform administrative and
technical activities if such authority is requested. When an
institution or related board requests a delegation of the direc-
tor's authority, the requesting person shall concurrently send
a copy of the request to any affected exclusive representa-
tive. After an authority has been delegated, if an employee or
the employee's exclusive representative files a written com-
plaint with the director regarding a delegated authority, the
director shall conduct a timely investigation. If the director
of personnel determines that an institution or related board is
not appropriately performing delegated activities, the direc-
tor may withdraw the authority to perform such activities.
Delegation of the director's authority is separate from the
statutory local administration in RCW 41.06.520.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-060, filed
9/10/98, effective 10/12/98; 95-19-099, § 251-04-060, filed 9/20/95, effec-
tive 11/1/95. Statutory Authority: RCW 28B.16.100. 92-20-043, § 251-04-
060, filed 9/30/92, effective 11/1/92; Order 61, § 251-04-060, filed 8/30/77,

effective 10/1/77; Order 51, § 251-04-060, filed 1/20/76; Order 1, § 251-04-
060, filed 9/15/69.]

WAC 251-04-070 Personnel officers. (1) Each higher
education institution/related board shall designate an officer
who shall perform duties as personnel officer. The personnel
officer shall direct, supervise, and manage administrative and
technical personnel activities for the classified service con-
sistent with policies established by the institution/related
board and in accordance with the provisions of chapter 41.06
RCW and the rules and regulations approved and promul-
gated thereunder. Institutions may undertake jointly with one
another to appoint a person qualified to perform the duties of
personnel officer, provide staff and financial support and
may engage consultants to assist in the performance of spe-
cific projects. '

(2) The state board for community and technical colleges
shall have general supervision and control over activities
undertaken by the various state community colleges.

(3) Rules adopted by the board shall provide for local
administration and management by the higher education
institutions/related boards, subject to periodic audit and
review by the board, of the following:

(a) Appointment, promotion, and transfer of employees.

(b) Dismissal, suspension, or demotion of employees.

(c) Examinations for all positions in the competitive and
noncompetitive service.

(d) Probationary periods of six to twelve months and
retention and rejections therein.

(e) Sick leaves and vacations.

(f) Hours of work.

(g) Layoffs when necessary and subsequent reemploy-
ment.

(h) Allocation and reallocation of positions within the
classification plans.

(i) Training programs.

(j) Maintenance of personnel records.
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[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-070, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 82-16-
002 (Order 98), § 251-04-070, filed 7/22/82, effective 9/1/82; Order 61, §
251-04-070, filed 8/30/77, effective 10/1/77; Order 1, § 251-04-070, filed
9/15/69.]

WAC 251-04-100 Computation of time. Periods of
notice or periods of time within which acts are to be com-
pleted, as prescribed or allowed by these rules or by order of
the board, shall be computed by excluding the first and
including the last day unless specifically provided in these
rules to the contrary. If the last day is a Saturday, Sunday or
holiday, the act must be completed on the next business day,
unless a period of notice is being computed and such Satur-
day, Sunday or holiday is a regularly scheduled workday for
the employee.

[Order 61, § 251-04-100, filed 8/30/77, effective 10/1/77.]

WAC 251-04-105 Method and completion of service.
Service of papers shall be made either personally, or by reg-
istered or certified mail, or by the electronic telefacsimile
transmission and same-day mailing of copies, unless other-
wise provided by law. Service upon parties shall be regarded
as complete when personal service has been accomplished; or
by mail, upon deposit in the United States mail, properly
stamped and addressed to the last known address on file with
the institotion, Service by electronic telefacsimile transmis-
sion shall be regarded as complete upon confirmation of
transmission by the telefacsimile device.

[Statutory Authority: Chapter 41.06 RCW and RCW 41.06.150. 94-20-025,
§ 251-04-105, filed 9/26/94, effective 11/1/94. Statutory Authority: RCW
28B.16.100, 34.05.220 and [34.05.]250. 89-22-020, § 251-04-105, filed

10/24/89, effective 12/1/89; Order 61, § 251-04-105, filed 8/30/77, effective
10/1/77.]

WAC 251-04-110 Filing with board. Papers required
to be filed with the board shall not be deemed filed until
actual receipt of the papers by the board at its headquarters in
Olympia, Washington. All papers shall be filed at the office
of the director, where the date of receipt shall be recorded on
such papers.

[Statutory Authority: RCW 28B.16.100, 34.05.220 and [34.05.]250. 89-22-

020, § 251-04-110, filed 10/24/89, effective 12/1/89; Order 61, § 251-04-
110, filed 8/30/77, effective 10/1/77.]

WAC 251-04-160 Federal preemption—Fair Labor
Standards Act. Institutions shall comply with the board
rules (Title 251 WAQC) unless doing so would cause them to
violate the Fair Labor Standards Act (29 U.S.C. 201 et seq.).
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-160, filed

9/10/98, effective 10/12/98. Statutory Authority: Chapter 28B.16 RCW. 91-
13-011, § 251-04-160, filed 6/7/91, effective 6/7/91.]

WAC 251-04-170 Americans with Disabilities Act of
1990—Federal and state preemption. Institutions shall
comply with the board rules (Title 251 WAC) unless doing
so would cause them to violate state laws, chapter 49.60
RCW, or the federal Americans with Disabilities Act of
1990.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-04-170, filed

9/10/98, effective 10/12/98; 98-08-024, § 251-04-170, filed 3/20/98, effec-
tive 5/1/98.]
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Chapter 251-05 WAC

PUBLIC RECORDS
WAC
251-05-010 Purpose.
251-05-030 Description and location of departmental organization,
251-05-040 Method of operation.
251-05-050 Office hours.
251-05-060 Records—Availability—Copies.
251-05-070 Exemptions—Public records.
251-05-080 Appeal—Denial of public records request.
DISPOSITION OF SECTIONS FORMERLY
CODIFIED IN THIS CHAPTER
251-05-020 Definitions. {Order 21, § 251-05-020, filed 5/24/73.]

Repealed by Order 61, filed 8/30/77, effective 10/1/77.
Later promulgation, see WAC 251-04-020.

WAC 251-05-010 Purpose. The purpose of this chapter
shall be to insure compliance by the department of personnel
with the provisions of chapter 42.17 RCW.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-05-010, filed

9/10/98, effective 10/12/98; Order 61, § 251-05-010, filed 8/30/77, effective
10/1/77; Order 21, § 251-05-010, filed 5/24/73.]

WAC 251-05-030 Description and location of depart-
mental organization. (1) The central office of the Depart-
ment of Personnel is located at 521 Capitol Way S., Olym-
pia, Washington. The staff at this location provides person-
nel services regarding affirmative action, recruitment,
examination, examination development, certification, classi-
fication, hearings, compensation, salary surveys, compensa-
tion plan administration, research services, special projects,
departmental fiscal management, facilities, word processing
support.

(2) The staff located at 600 South Franklin Street, Olym-
pia, Washington, provides labor relations services and
appeal hearings, consultation on human resource develop-
ment activities, training which is interagency in scope, and
guidelines for planning and evaluation of human resource
development.

(3) The staff at the following locations provides
employee advisory services: 3400 Capitol Boulevard,
Olympia, Washington; 2825 Eastlake Avenue E., Suite 310,
Seattle, Washington; and at 4407 Division, Suite 210, Spo-
kane, Washington. Employees should contact their institu-
tional personnel office for information regarding availability
for EAS service.

(4) The staff located at Building #1, Rowesix, Lacey,
Washington, administers the central personnel/payroll and
insurance eligibility computer systems.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-05-030, filed

9/10/98, effective 10/12/98; Order 61, § 251-05-030, filed 8/30/77, effective
10/1/77; Order 21, § 251-05-030, filed 5/24/73.]

WAC 251-05-040 Method of operation. (1) The gen-
eral conduct of the department of personnel's business is pur-
suant to the charter established in chapter 41.06 RCW and
Title 251 WAC.

(2) Provisions for all interested parties to participate in
formulation of rules governing administration of the law is
assured by a twenty-day notice requirement prerequisite to
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formal board adoption of any jurisdictional matter, except
appeals.

(3) Special meetings may be called by the board subject
to twenty-four hour notice, as required by law.

(4) Informal work sessions with interested parties are
conducted by staff as necessary to insure maximum represen-
tation from employee organizations and institutions before
proposals are made to the board.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-05-040, filed

9/10/98, effective 10/12/98; Order 61, § 251-05-040, filed 8/30/77, effective
10/1/77; Order 21, § 251-05-040, filed 5/24/73.]

WAC 251-05-050 Office hours. Public records shall be
available for inspection and copying during the customary
office hours of the department of personnel. For the purposes
of this chapter, the customary office hours shall be from 8:00
a.m. to 5:00 p.m., Monday through Friday, excluding desig-
nated holidays.

[Statutory Authority: RCW 41.06.150, 98-19-031, § 251-05-050, filed

9/10/98, effective 10/12/98,; Order 61, § 251-05-050, filed 8/30/77, effective
10/1/77; Order 21, § 251-05-050, filed 5/24/73.]

WAC 251-05-060 Records—Availability—Copies.
(1) Copies of all public records as defined in WAC 251-01-
340 and identified in current indexes maintained in the
Olympia office of the department of personnel, shall be
made available upon written request to the staff member des-
ignated by the director or designee. Response to such
requests will be made in the order received.

(2) No fee will be charged for inspection of public
records. Inspection will be during office hours in a space pro-
vided by the agency and must be accomplished without
excessive interference with the essential function of the
agency.

(3) Copies of the records will be made available at actual
cost to the agency.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-05-060, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 87-02-
036 (Order 154), § 251-05-060, filed 1/2/87, effective 2/1/87; Order 61, §

251-05-060, filed 8/30/77, effective 10/1/77; Order 21, § 251-05-060, filed
5/24173.]

WAC 251-05-070 Exemptions—Public records. (1)
The department of personnel, through its desighated public
records officer, reserves the right to determine that a public
record requested in accordance with these rules is exempt
under the provisions of RCW 42.17.310.

(2) Pursuant to RCW 42.17.260, the agency reserves the
right to delete identifying details when making available or
publishing any public record or any case where there is rea-
son to believe that disclosure of such details would be an
invasion of personal privacy protected by chapter 42.17
RCW. The public records officer will justify any such dele-
tion in writing.

(3) Denials of requests for public records will be accom-
panied by a written statement specifying the reason for the
denial. A statement of the specific exemption authorizing
withholding the record and a brief explanation of how the
exemption applies to the record withheld will be included.
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[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-05-070, filed
9/10/98, effective 10/12/98; Order 61, § 251-05-070, filed 8/30/77, effective
10/1/77; Order 21, § 251-05-070, filed 5/24/73.]

WAC 251-05-080 Appeal—Denial of public records
request. (1) Any person who objects to the denial of a request
for a public record may petition the director for prompt

‘review of the public records officer's decision by making a

written request for review. The request shall specifically refer
to the written statement by the public records officer which
constituted or accompanied the denial.

(2) The director will review the denial and shall render a
final decision within two business days following the original
denial.

[Order 61, § 251-05-080, filed 8/30/77, effective 10/1/77; Order 21, § 251-
05-080, filed 5/24/73.]

Chapter 251-06 WAC

CLASSIFICATION
WAC
251-06-010 Classification plan—Preparation,
251-06-020 Classification plan—Adoption.
251-06-030 Interpretation of specifications,
251-06-050 Position allocation—Reallocation.
251-06-060 Position review.
251-06-065 Effective date—Allocation—Reallocation.
251-06-070 Aliocation appeal.
251-06-080 Position reallocation—Effect on incumbent.
251-06-090 Probationary period—Duration.
DISPOSITION OF SECTIONS FORMERLY
CODIFIED IN THIS CHAPTER
251-06-040 Use in examination. [Order 10, § 251-06-040, filed
12/16/71; Order 1, § 251-06-040, filed 9/15/69.]
Repealed by Order 61, filed 8/30/77, effective 10/1/77.
251-06-075 Conversion allocation appeals. [Order 37, § 251-06-

075, filed 10/15/74; Order 29, § 251-06-075, filed
1/22/74.] Repealed by Order 61, filed 8/30/77, effective
10/1/77.

WAC 251-06-01¢ Classification plan—Preparation.
The director shall prepare and may revise for board approval
a comprehensive classification plan for all positions after
investigation and in consultation with personnel officers,
employee representatives, and other interested parties, and
after analysis of the duties and responsibilities of positions
within each class including relevant supporting data. When
complete, the plan will include, for each class, a specification
including an appropriate title, a description of duties and
responsibilities, and the minimum requirements of training,
experience and other qualifications, and identification of the
classes which require a probationary period of more than six
months.

[Statutory Authority: RCW 28B.16.100. 82-16-002 (Order 98), § 251-06-

010, filed 7/22/82, effective 9/1/82; Order 61, § 251-06-010, filed 8/30/77,
effective 10/1/77; Order 1, § 251-06-010, filed 9/15/69.]

WAC 251-06-020 Classification plan—Adoption. (1)
The proposed classification plan and any subsequent pro-
posed revisions thereto shall be submitted to the board by the
director for adoption, revision or rejection. After twenty cal-
endar days' notice to and consideration of proposals from
employee representatives, institutions, and related boards,
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the board shall hold open hearings on the plan. The plan shall
become effective as determined by the board.

(2) In adopting these revisions the board shall comply
with RCW 41.06.152, 41.06.150(15), and chapter 43.88
RCW. Thereafter, class titles so established shall be used in
all personnel and financial records of an institution and in all
recruitment and examination procedures.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-06-020, filed
9/10/98, effective 10/12/98; 96-11-063, § 251-06-020, filed 5/10/96, effec-
tive 6/6/96; 95-19-055, § 251-06-020, filed 9/15/95, effective 10/16/95.
Statutory Authority: RCW 41.06.040 and 41.06.150. 93-19-147 (Order

432), § 251-06-020, filed 9/22/93, effective 10/23/93; Order 61, § 251-06-
020, filed 8/30/77, effective 10/1/77; Order 1, § 251-06-020, filed 9/15/69.]

WAC 251-06-030 Interpretation of specifications.
The definitions in class specifications are descriptive. They
are intended to indicate the kinds of positions that are allo-
cated to the classes as determined by their duties and respon-
sibilities and are to be used as a guide for the appointing
authority in assigning, directing, and controlling the work of
employees. The use of a particular expression or illustration
of duties shall not exclude others which are consistent with
the overall class concept but are not mentioned in the specifi-
cation.

[Order 61, § 251-06-030, filed 8/30/77, effective 10/1/77; Order 1, § 251-06-
030, filed 9/15/69.]

WAC 251-06-050 Position allocation—Reallocation.
(1) The personnel officer shall allocate or reallocate each
classified position to the appropriate class in the classifica-
tion plan. In determining the class to which the position
should be allocated, specifications describing each class shall
be considered as a whole. Consideration should be given to
the general duties, specific tasks, responsibilities, and rela-
tionships to other classes as a composite description of the
kind of employment that the class is intended to embrace.
The personnel officer shall allocate the employee's position
to the class which best describes the overall duties and
responsibilities.

(2) When there are permanent and substantive changes in
the functions of a position involving the addition, reduction,
or modification of duties and responsibilities, the personnel
officer shall reallocate the position to the appropriate class.
The employee shall be notified of the action including the
effective date, as provided in WAC 251-06-065 and be
informed that the appeal rights provided in WAC 251-06-070
may be exercised within thirty calendar days of service of the
notification or the effective date of the action, whichever is
later.

[Statutory Authority: RCW 28B.16.100. 79-06-076 (Order 74), § 251-06-
050, filed 5/30/79, effective 7/1/79; Order 61, § 251-06-050, filed 8/30/77,

effective 10/1/77; Order 10, § 251-06-050, filed 12/16/71; Order 1, § 251-
06-050, filed 9/15/69.]

WAC 251-06-060 Position review. (1) Whenever an
employee feels that his/her position is not allocated to the
proper class, the employee or his/her representative may
request a position review by the personnel officer, provided:

(a) The request must be in writing and describe the work
assigned and performed which is alleged to be outside the
class specification, and
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(b) Six months must have elapsed since the date of the
employee's last request for a review of this position as pro-
vided in this section.

(2) The personnel officer will investigate the position
and issue a written response to the employee or employee
representative within sixty calendar days of receipt of the
request. The response must include a notice to the employee
that an appeal, as provided in WAC 251-06-070, may be
exercised within thirty calendar days of service of the
response or the effective date of the action, whichever is later,
In addition the response must include either:

(a) Notification of the reason(s) the position does not
warrant reallocation when the reallocation request is not
approved; or

(b) Notification of the class and salary assigned when the
position is reallocated. Subsequent action taken during the
thirty-day appeal period which changes either the specified
class or salary will constitute a new response, and written
notice of such action must be given to the employee or
employee representative.

[Statutory Authority: RCW 28B.16.100. 80-02-111 (Order 83), § 251-06-
060, filed 1/28/80; 79-06-076 (Order 74), § 251-06-060, filed 5/30/79, effec-
tive 7/1/79; 78-05-060 (Order 67), § 251-06-060, filed 4/27/78, effective

6/1/78; Order 61, § 251-06-060, filed 8/30/77, effective 10/1/77; Order 10, §
251-06-060, filed 12/16/71.]

WAC 251-06-065 Effective date—Allocation—Real-
location. (1) The effective date of allocations or reallocations
initiated by the institution shall be determined by the person-
nel officer.

(2) The effective date of reallocations resulting from an
employee or employee representative request for position
review will be established as of the date that the request is
filed with the personnel officer as required per WAC 251-06-
060(1).

[Order 61, § 251-06-065, filed 8/30/77, effective 10/1/77.]

WAC 251-06-070 Allocation appeal. (1) The
employee or employee representative may file a written
appeal with the director under provisions of WAC 251-06-
050 or 251-06-060 when:

(a) The response required in WAC 251-06-060(2) is not
issued to the employee or employee representative within the
required sixty calendar day period following receipt of the
employee request; or

(b) The response fails to address the specific reason(s)
that the request was not approved; or

(c) The employee disagrees with the results of a position
review conducted by the personnel officer. The written
appeal should include information which will assist the
director in determining the proper allocation of the position,

(2) The director shall investigate and issue a determina-
tion. Within thirty calendar days of the date of service of the
director's determination, the employee, employee represen-
tative or institution may file written exceptions with the per-
sonnel appeals board as provided in Title 358 WAC.
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-06-070, filed
9/10/98, effective 10/12/98; 97-01-065, § 251-06-070, filed 12/13/96, effec-
tive 1/13/97. Statutory Authority: RCW 28B.16.100. 90-02-052, § 251-06-

070, filed 12/29/89, effective 2/1/90; 82-04-069 (Order 93), § 251-06-070,
filed 2/3/82; 79-12-088 (Order 81), § 251-06-070, filed 12/3/79; 78-06-068
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(Order 68), § 251-06-070, filed 5/25/78, effective 7/1/78; Order 63, § 251-
06-070, filed 11/22/77; Order 61, § 251-06-070, filed 8/30/77, effective
10/1/77; Order 37, § 251-06-070, filed 10/15/74; Order 10, § 251-06-070,
filed 12/16/71.]

WAC 251-06-080 Position reallocation—Effect on
incumbent. (1) An employee occupying a position that is
reallocated to a class with a higher salary range maximum, is
affected as follows:

(a) When reallocation is a result of an accumulation of
duties by the incumbent over a period of at least six months,
the incumbent may elect to remain in the position following
reallocation providing he/she meets the minimum qualifica-
tions for the class. The minimum qualifications may be
waived by the director if it is determined that the incumbent
has demonstrated sufficient experience to satisfactorily per-
form the duties of the class. Successful completion of the
higher level duties by the incumbent for at least six months
satisfies the examination requirement and confers permanent
status. Documentation of such service shall be kept on file for
each reallocation request approved;

(b) When reallocation will require immediate changes in
the duties of the position, it will be filled in accord with chap-
ters 251-17 and 251-18 WAC. The incumbent will be given
an opportunity to compete for the position. If the employee is
not selected, or chooses not to compete, subsection (2)(a),
(b), and (d) of this section will apply.

(2) An employee occupying a position which is reallo-
cated to a class with a lower salary range maximum has the
following options:

(a) Transfer to a vacant position within the current class;

(b) Be afforded such bumping rights and placement on
layoff lists as would be provided in layoff;

(c) Demote with the position;

(d) In addition, the employee may make him/herself
available for appointment on or before the effective date of
the reallocation via the institution's transfer/lateral move-
ment/voluntary demotion procedure.

(3) Establishment of salary and periodic increment fol-
lowing reallocation shall be as provided in WAC 251-08-100
and 251-08-112.

[Statutory Authority: RCW 28B.16.100. 88-02-017 (Order 164), § 251-06-
080, filed 12/30/87, effective 2/1/88; 78-10-090 (Order 70), § 251-06-080,
filed 9/29/78, effective 11/1/78; Order 61, § 251-06-080, filed 8/30/77,

effective 10/1/77; Order 44, § 251-06-080, filed 6/25/75; Order 10, § 251-
06-080, filed 12/16/71.]

WAC 251-06-090 Probationary period—Duration.
(1) The probationary period for all classes in the classifica-
tion plan will be six months, unless the board approves a
longer probationary period for the class.

(2) The director will prepare and revise for board adop-
tion on a class-by-class basis any probationary periods which
exceed six months. Procedures for requesting extended pro-
bationary periods will be developed by the director.

(3) Classes with longer probationary periods will be
identified in the classification plan.

(4) When the probationary period for a class is approved
for longer than six months, the longer period shall apply only
to eligibles appointed after the effective date of the board's
action.
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[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-06-090, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 82-16-
002 (Order 98), § 251-06-090, filed 7/22/82, effective 9/1/82.]

Chapter 251-07 WAC

PERSONNEL FILES
WAC
251-07-010 Classified employee files—General provisions.
251-07-020 Personnel files—Responsibility for.
251-07-030 Adverse materials.
251-07-040 Access.
251-07-050 Destruction or retention of information.
251-07-060 Employee rebuttal.
251-07-100 Temporary appointment records.

WAC 251-07-010 Classified employee files—General
provisions. Each institution shall maintain an official file of
each classified employee, showing a record of employment
and such other information required for business and legal
purposes. The burden of demonstrating the institution's busi-
ness or legal need to know rests with the institution.

[Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
010, filed 4/1/87, effective 5/1/87.]

WAC 251-07-020 Personnel files—Responsibility
for. The personnel officer of each institution is responsible
for local administration and management of official classified
employee personnel files.

[Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
020, filed 4/1/87, effective 5/1/87.]

WAC 251-07-030 Adverse materials. Employees shall
be provided a copy of all adverse material placed in the offi-
cial file at the time the material is included in the file.

[Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
030, filed 4/1/87, effective 5/1/87.]

WAC 251-07-040 Access. Upon written request of an
employee, the institution shall permit that employee to
inspect any or all of his/her own official personnel file. The
institution shall also permit the above inspection privilege to
an employee's representative upon written authorization by
the represented employee. Each institution shall make such
file available within a reasonable period of time after the
employee or his/her representative requests the file. Copies
will be provided in accordance with the institution procedure.

[Statutory Authority;: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
040, filed 4/1/87, effective 5/1/87.]

WAC 251-07-050 Destruction or retention of infor-
mation. (1) Information shall be retained as long as it has a
reasonable bearing on the employee's job performance or
upon the efficient and effective management of the institution
except as provided in WAC 251-20-040(5).

Adverse material or information related to employee
misconduct or alleged misconduct which is determined to be
false and all such information in situations where the
employee has been fully exonerated of wrong doing shall be
promptly destroyed.
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(2) Notwithstanding subsection (1) of this section, an
institution may retain information relating to employee mis-
conduct or alleged misconduct, if:

(a) The employee requests that the information be
retained; or

(b) The information is related to pending legal action or
legal actions may reasonably be expected to result.

[Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
050, filed 4/1/87, effective 5/1/87.]

WAC 251-07-060 Employee rebuttal. The employee
shall have the right to have placed in his/her own personnel
file a statement of rebuttal or correction of information con-
tained in the file within a reasonable period of time after the
employee becomes aware that the information has been
placed in the file.

[Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), § 251-07-
060, filed 4/1/87, effective 5/1/87.]

WAC 251-07-100 Temporary appointment records.
Each institution shall maintain information for temporary
employees as specified in WAC 251-19-122. At least quar-
terly each institution shall produce a record which shows the
cumulative hours worked for each temporary employee. This
record shall be kept on file in the personnel office and shall
be made available to the board staff upon request.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-07-100, filed

9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 89-13-
074 (Order 179), § 251-07-100, filed 6/21/89, effective 10/1/89.]

Chapter 251-08 WAC

COMPENSATION

WAC

251-08-005 Compensation plans—General.

251-08-007 Compensation plans—Content.

251-08-021 Compensation plans—Salary survey.

251-08-031 Compensation plans—Adoption.

251-08-051 Compensation plans—Implementation.

251-08-060 Compensation plans—Additional salary survey.

251-08-070 Salary——Limits.

251-08-080 Salary—Entrance.

251-08-090 Salary—Periodic increment.

251-08-100 Periodic increment date.

251-08-110 Salary—Promotion.

251-08-112 Salary—Reallocation.

251-08-115 Salary—1@ ayoff, reversion, demotion.

251-08-120 Salary—Survey implementation.

251-08-130 Salary—Part time.

251-08-150 Salary—Conversion of exempt position.

251-08-160 Payroll certification.

DISPOSITION OF SECTIONS FORMERLY

CODIFIED IN THIS CHAPTER

251-08-010 Compensation plans. [Order 1, § 251-08-010, filed
9/15/69.] Repealed by Order 61, filed 8/30/77, effective
10/1/77. Later promulgation, see WAC 251-08-005
and 251-08-007:

251-08-020 Compensation plans—Adoption. [Order 29, § 251-08-
020, filed 1/22/74; Order 1, § 251-08-020, filed
9/15/69.] Repealed by Order 61, filed 8/30/77, effective
10/1/77. Later promulgation, see WAC 251-08-031.

251-08-030 Compensation plans—Approval. [Order 1, § 251-08-
030, filed 9/15/69.] Repealed by Order 61, filed 8/30/77,
effective 10/1/77. Later promulgation, see WAC 251-
08-051.

251-08-040 Compensation plans—Submission to governor. [Statu-

tory Authority: RCW 28B.16.100. 87-08-056 (Order
155), § 251-08-040, filed 4/1/87, effective 5/1/87;
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Order 61, § 251-08-040, filed 8/30/77, effective
10/1/77; Order 1, § 251-08-040, filed 9/15/69.]
Repealed by 98-19-035, filed 9/10/98, effective
10/12/98. Statutory Authority: RCW 41.06.150.
Compensation plans—Periodic review. [Order 1, § 251-
08-050, filed 9/15/69.] Repealed by Order 61, filed
8/30/77, effective 10/1/77. Later promulgation, see
WAC 251-08-021.

Periodic increment withheld—Management employees.
[Statutory Authority: RCW 28B.16.100. 84-16-067
(Order 119), § 251-08-091, filed 7/31/84.] Repealed by
85-20-049 (Order 136), filed 9/25/85. Statutory Author-
ity: RCW 28B.16.100.

Salary—Periodic increment—Exception. [Order 21, §
251-08-111, filed 5/24/73.] Repealed by Order 61, filed
8/30/77, effective 10/1/77.

Salary—Overtime records. {Order 1, § 251-08-140,
filed 9/15/69.] Repealed by Order 61, filed 8/30/77,
effective 10/1/77.

251-08-050

251-08-091

251-08-111

251-08-140

WAC 251-08-005 Compensation plans—General.
The director shall prepare, and subject to board approval shall
periodically revise in a manner consistent with the develop-
ment of the original plan, compensation plans for all classes.
The plans shall provide for:

(1) Full compensation to each employee for all work
assigned and performed.

(2) Regular salary increment increases based upon
length of service for all employees whose performance is
such as to permit them to retain job status in the classified ser-
vice.

(3) Assignment of each class to a salary range reflecting
prevailing rates in other public employment and in private
employment in this state or in the locality in which the insti-
tution is located, provided funds are available as defined in
WAC 251-08-051.

(4) The rates in the salary schedules or plans to be
increased if necessary to attain comparable worth.

(5) Equal pay for similar duties, responsibilities, and
qualifications among classes as determined by the salary sur-
vey process.

(6) Such other provisions as are appropriate in the estab-
lishment and maintenance of compensation equity in relation
to prevailing practices found in Washington state private
industries and other governmental units.

[Statutory Authority: RCW 41.06.150. 95-19-055, § 251-08-005, filed
9/15/95, effective 10/16/95. Statutory Authority: RCW 41.06.040 and
41.06.150. 93-19-147 (Order 432), § 251-08-005, filed 9/22/93, effective
10/23/93. Statutory Authority: RCW 28B.16.100. 87-08-056 (Order 155), §

251-08-005, filed 4/1/87, effective 5/1/87; Order 61, § 251-08-005, filed
8/30/77, effective 10/1/77.]

WAC 251-08-007 Compensation plans—Content.
The compensation plan shall apply to all approved classes,
and shall include:

(1) Salary schedules (grids) including regular increment
step increases within salary ranges.

(2) Classification schemas assigning each class to a sal-
ary range of an approved salary schedule.

(3) Such supplemental compensation plans and provi-
sions as are necessary to implement approved compensation
practices as provided in chapter 251-09 WAC and/or such
area wage variances as may be approved by the board for
each member institution.

[Order 63, § 251-08-007, filed 11/22/77; Order 61, § 251-08-007, filed
8/30/77, effective 10/1/77.]
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WAC 251-08-021 Compensation plans—Salary sur-
vey. Comprehensive and trend salary surveys will be con-
ducted in accordance with applicable portions of chapter
41.06 RCW.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-08-021, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 87-08-

056 (Order 155), § 251-08-021, filed 4/1/87, effective 5/1/87; Order 61, §
251-08-021, filed 8/30/77, effective 10/1/77.]

WAC 251-08-031 Compensation plans—Adoption.
(1) The proposed compensation plans shall be submitted by
the director to the board for adoption, revision, or rejection.

(2) Twenty calendar days prior to open hearings on the
plans, the director shall circulate notice of the hearing to
enable affected employees, employee representatives, institu-
tions, and related boards to present their views either orally or
in writing. The notice shall state the date, time, and place of
the hearing, and shall include a copy of the proposed plans or
revisions or reference thereto.

[Order 61, § 251-08-031, filed 8/30/77, effective 10/1/77.]

WAC 251-08-051 Compensation plans—Implemen-
tation. Implementation of the results of salary and fringe
benefit surveys shall be subject to approval as to availability
of funds by the director of the office of financial manage-
ment and after consultation with the chief financial officer of
each institution for that institution, or in the case of the vari-
ous community colleges, by the chief financial officer of the
state board for community and technical colleges.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-08-051, filed

9/10/98, effective 10/12/98; Order 61, § 251-08-051, filed 8/30/77, effective
10/1/77.]

WAC 251-08-060 Compensation plans—Additional
salary survey. Upon the establishment of new classes, redef-
inition of existing classes, realignment or reorganization of
duties and responsibilities, recruitment difficulties, employee
or appointing authority salary protests, or whenever the board
or director find it necessary in the administration of the plans,
the director shall conduct additional salary surveys. Such
findings and recommendations shall be presented by the
director for consideration by the board.

[Order 61, § 251-08-060, filed 8/30/77, effective 10/1/77; Order 35, § 251-
08-060, filed 7/23/74; Order 1, § 251-08-060, filed 9/15/69.]

WAC 251-08-070 Salary—Limits. The basic compen-
sation rate for all employees shall be within the salary range
assigned to the class, unless a different rate is permitted by
these rules or by the board because of special circumstances.

[Order 61, § 251-08-070, filed 8/30/77, effective 10/1/77; Order 1, § 251-08-
070, filed 9/15/69.]

WAC 251-08-080 Salary—Entrance. The entrance
salary for any nonpermanent employee of the institution shall
be the minimum salary step of the range unless the personnel
officer authorizes a higher entrance salary step.

[Order 61, § 251-08-080, filed 8/30/77, effective 10/1/77; Order 29, § 251-
08-080, filed 1/22/74; Order 1, § 251-08-080, filed 9/15/69.]
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WAC 251-08-090 Salary—TPeriodic increment. (1)
Employees whose performance permits them to retain job
status in the classified service shall receive periodic incre-
ments within the steps of the salary range. The salary of each
employee shall be increased two steps on the periodic incre-
ment date and annually thereafter on the periodic increment
date, not to exceed the maximum step of the range. An
exception to the two step movement on the periodic incre-
ment date are those employees who occupy classes included
in the locality special pay plan per WAC 251-09-090 which
applies only to University of Washington medical centers.
The salary of each employee under this plan shall be
increased as specified in the medical center special pay plan.

(2) When the periodic increment date falls on the same
effective date as another salary action, the periodic increment
shall be applied prior to, and in addition to, any other action
resulting in a salary increase or decrease.

[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-08-090, filed
9/10/98, effective 10/12/98; 95-19-055, § 251-08-090, filed 9/15/95, effec-
tive 10/16/95. Statutory Authority: RCW 41.06.040 and 41.06.150. 93-19-
147 (Order 432), § 251-08-090, filed 9/22/93, effective 10/23/93. Statutory
Authority: RCW 28B.16.100. 91-16-054, § 251-08-090, filed 8/1/91, effec-
tive 9/1/91; 85-20-049 (Order 136), § 251-08-090, filed 9/25/85; 84-16-067
(Order 119), § 251-08-090, filed 7/31/84; Order 61, § 251-08-090, filed

8/30/77, effective 10/1/77, Order 18, § 251-08-090, filed 10/25/72, effective
7/1/73; Order 1, § 251-08-090, filed 9/15/69.]

WAC 251-08-100 Periodic increment date. (1) For
purposes of payment of periodic increment increases, the
effective date shall be determined as follows:

(a) The first of the current month for actions occurring
between the first and the fifteenth of the month; or

(b) The first of the following month for actions occurring
between the sixteenth and the end of the month.

(2) The periodic increment date of new employees or
probationary employees who are reappointed to a new class
during the probationary period shall be established:

(a) Upon completion of six months in the class for those
appointed at the first step in the salary range; or

(b) Upon completion of twelve months in the class for
those appointed at a salary step above the first step in the sal-
ary range.

(3) The periodic increment date of all employees shall be
changed as follows:

(a) Upon promotion, the existing periodic increment date
will be eliminated and a new. date established to be effective
upon completion of the trial service period,;

(b) Upon reappointment of a probationary employee dur-
ing the probationary period, the former periodic increment
date will be eliminated and a new date established as pro-
vided in subsection (2) of this section;

(c) Upon reallocation under WAC 251-06-080 (1)(a) of
an employee who is at the top step of the current salary
range, the employee will be given a new periodic increment
date which will be six months following the reallocation
action;

(d) When a leave of absence without pay exceeds ten
working days in any calendar month, or exceeds ten consec-
utive working days, the date will be extended by one month,
except as provided by WAC 251-22-165(5), 251-22-180,
and 251-19-130;
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(e) When employees return from layoff status, the date
will be reestablished and extended by an amount of time
equal to the period of layoff in order to give credit for time
served in a salary step prior to layoff;

(f) When a cyclic year position leave of absence without
pay exceeds ninety calendar days, the periodic increment
date shall be extended on a month-for-month basis. Provi-
sions of (d) of this subsection shall apply to that period
exceeding the ninety calendar days. Cyclic year position
employees serving a probationary or trial service period will
have their periodic increment dates extended by an amount
of time equal to the period in which the employee is on leave
of absence without pay;

{g) When employees are reverted from trial service fol-
lowing promotion (or return from alternate appointment), the
periodic increment date held prior to promotion or layoff will
be reestablished,

(h) When the director or the personnel appeals board
orders remedial action per WAC 251-12-600, the periodic
increment date may be modified as part of the order.

(4) The periodic increment date of all employees shall
remain unchanged for all other actions including, but not lim-
ited to, transfer within class, appointment to another class
with the same or lower salary range maximum, and realloca-
tions except as provided in subsection (3)(c) of this section.

(5) The periodic increment date for incumbents of
exempt positions which are converted to classified status
shall be established as provided in WAC 251-19-160.
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-08-100, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100. 88-15-
023 (Order 170), § 251-08-100, filed 7/12/88; 88-02-017 (Order 164), §
251-08-100, filed 12/30/87, effective 2/1/88; 87-14-051 (Order 156), § 251-
08-100, filed 7/1/87, effective 8/1/87; 85-16-038 (Order 134), § 251-08-100,
filed 7/31/85, effective 9/1/85; 83-10-029 (Order 105), § 251-08-100, filed
4/29/83, effective 6/1/83; 78-06-068 (Order 68), § 251-08-100, filed
5125718, effective 7/1/78; Order 64, § 251-08-100, filed 12/23/77; Order 61,
§251-08-100, filed 8/30/77, effective 10/1/77; Order 29, § 251-08-100, filed

1/22/74; Order 21, § 251-08-100, filed 5/24/73; Order 18, § 251-08-100,
filed 10/25/72, effective 7/1/73.]

WAC 251-08-11¢ Salary—Promotion. An employee
who is promoted shall be paid at the salary step which repre-
sents a two-step increase over the salary received immedi-
ately prior to the promotion. If the two-step pay increase falls
between two steps of the new range, the increase shall be
rounded up to the next higher step of the new range. The per-
sonnel officer may authorize more than a two-step increase.
All promotional increases must be within the salary range for
the class.

[Statutory Authority: RCW 28B.16.100, 89-08-003 (Order 176), § 251-08-
110, filed 3/23/89, effective 5/1/89; 87-20-024 (Order 160), § 251-08-110,
filed 9/30/87; Order 61, § 251-08-110, filed 8/30/77, effective 10/1/77;
Order 29, § 251-08-110, filed-1/22/74; Order 21, § 251-08-110,.filed

5/24/73; Order 18, § 251-08-110, filed 10/25/72, effective 7/1/73; Order 1, §
251-08-110, filed 9/15/69.]

WAC 251-08-112 Salary—Reallocation. (1) An
employee occupying a position that is reallocated to an exist-
ing class with a higher salary range maximum shall receive
an increase in the same manner as is provided for promotion
in WAC 251-08-110. The periodic increment date shall be
established as provided in WAC 251-08-100.
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(2) An employee occupying a position that is reallocated
to an existing class with a lower salary maximum shall be
placed in the salary step in the new range which is closest to
the current salary, provided such salary does not exceed the
top step of the new salary range.

(3) When reallocation is necessary because the board has
created, abolished, or modified a class, the incumbent will
remain in the position and therefore will not be afforded lay-
off rights. Employees will be affected as follows:

(a) An employee occupying a position reallocated to a
class with a lower salary range maximum will retain his/her
salary as of the date preceding the effective date of the
board's action and will be allowed to achieve the salary max-
imum of the former class. The employee will lose the right to
such salary maintenance if he/she subsequently voluntarily
demotes, promotes, or moves to another class;

(b) An employee occupying a position reallocated to a
class with a higher salary range maximum will have his/her
salary adjusted to the same step in the new range as was held
in the previous range. The periodic increment date of the
affected employee will remain unchanged;

(c) Reallocations due to the board's creation, abolish-
ment, or modification of a class become effective on the
effective date of the board's action.

[Statutory Authority: Chapter 28B.16 RCW. 91-13-011, § 251-08-112, filed
6/7/91, effective 6/7/91. Statutory Authority: RCW 28B.16.100. 91-10-003,
§ 251-08-112, filed 4/18/91, effective 6/1/91; 88-02-027 (Order 166), § 251-
08-112, filed 12/31/87, effective 2/1/88; 87-20-024 (Order 160), § 251-08-

112, filed 9/30/87; 78-06-068 (Order 68), § 251-08-112, filed 5/25/78, effec-
tive 7/1/78; Order 61, § 251-08-112, filed 8/30/77, effective 10/1/77.]

WAC 251-08-115 Salary—Layoff, reversion, demo-
tion. (1) When an employee who has been separated returns
from the institution-wide layoff list to the same class occu-
pied immediately prior to layoff, the employee shall return to
the same salary step held at time of layoff, unless the
employee is currently employed by the institution and to do
so would cause him/her to suffer a reduction in salary.

(2) When an employee accepts a layoff option under
WAC 251-10-030(5), the salary shall be retained provided it
does not exceed the top step of the new range.

(3) When an employee accepts a layoff option under
WAC 251-10-030(6), the salary shall be determined by the
personnel officer.

(4) When an employee is reverted from trial service fol-
lowing promotion (or returns from alternate appointment),
the former salary step shall be restored, provided that adjust-
ments shall be made to take into account any periodic incre-
ments which would have occurred during the trial service
period.

(5) When an employee accepts a voluntary demotion, the
salary shall be determined by the personnel officer.

(6) For disciplinary demotion, the salary shall be low-
ered step-for-step. The personnel officer may, however,
authorize exceptions to this provision.

[Order 61, § 251-08-115, filed 8/30/77, effective 10/1/77.]

WAC 251-08-120 Salary—Survey implementation.
When adjustment in salary range is based on implementation
of a salary survey and there is no change in class concept,
duties and responsibilities, the salary shall be adjusted to the
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same step in new range as held in previous range, except for
those instances when the new range has a different number of
salary steps, in which case the director shall determine the
proper salary adjustments.

[Order 61, § 251-08-120, filed 8/30/77, effective 10/1/77; Order 1, § 251-08-
120, filed 9/15/69.]

WAC 251-08-130 Salary—Part time. Part-time
employment shall be compensated on the same pro rata basis
as the appointment bears to a full-time appointment unless
otherwise adjusted per WAC 251-09-090.

[Statutory Authority: RCW 28B.16.100. 90-02-053, § 251-08-130, filed

12/29/89, effective 2/1/90; Order 61, § 251-08-130, filed 8/30/77, effective
10/1/77; Order 1, § 251-08-130, filed 9/15/69.]

WAC 251-08-150 Salary—Conversion of exempt
position. The incumbent of an exempt position converted to
classified status per the provisions of WAC 251-19-160 shall
be placed at the first step within the salary range or range
extension which is not less than the current exempt salary.
[Statutory Authority: RCW 28B.16.100. 88-02-017 (Order 164), § 251-08-

150, filed 12/30/87, effective 2/1/88; Order 64, § 251-08-150, filed
12/23/77.]

WAC 251-08-160 Payroll certification. A disbursing
officer shall not pay any employee holding a position cov-
ered by chapter 41.06 RCW unless the employment is in
accordance with chapter 41.06 RCW and the provisions of
these rules. The board and the institutions of higher educa-
tion, including the state board for community and technical
colleges which shall act for the various community colleges,
and the director of the office of financial management shall
jointly establish procedures for the certification of payrolls.
[Statutory Authority: RCW 41.06.150. 98-19-035, § 251-08-160, filed
9/10/98, effective 10/12/98. Statutory Authority: RCW 28B.16.100 and

28B.16.190. 79-03-030 (Order 72), § 251-08-160, filed 2/27/79, effective
4/2/79.]

Chapter 251-09 WAC
HOURS OF WORK—PREMIUM PAY

WAC

251-09-010 Hours of work—General.
251-09-020 Work period designations.
251-09-025 Schedule changes.
251-09-030 Overtime.

251-09-035 Holiday premium pay.
251-09-040 Shift differential.
251-09-060 Call back pay.

251-09-070 Multilingunal/sign language/braille premium pay.
251-05-080 Standby pay.

251-09-090 Special pay~—Purpose.
251-09-092 Special pay—Categories.
251-09-094 Special pay—Requirements.
251-09-100 Hazardous conditions pay.
251-09-110 Rest periods.

WAC 251-09-010 Hours of work—General. (1) Hours
of work for classified employees of the higher education
institutions are to be established by the employing official.

(2) Nothing in these rules shall preclude the assignment
of overtime outside of normally scheduled shifts. Overtime
worked is compensated per WAC 251-09-030 unless other-
wise adjusted per WAC 251-09-090.
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251-09-020

[Statutory Authority: RCW 28B.16.100. 90-02-053, § 251-09-010, filed
12/29/89, effective 2/1/90; Order 62, § 251-09-010, filed 8/30/77, effective
10/1/77.]

WAC 251-09-020 Work period designations. Each
position will be assigned by the personnel officer to one of
the work period designations identified below, and employ-
ees will be informed of their eligibility for overtime compen-
sation.

(1) Scheduled work periods, within which there are
three work schedules:

(a) Regular work schedule. The regular work schedule
for full-time classified employees shall consist of five con-
secutive and uniformly scheduled eight hour days in a seven
day period. Uniformly scheduled means a daily repetition of
the same working hours and a weekly repetition of the same
working days.

(b) Alternate work schedule. Operational necessity or
employee convenience may require positions that are nor-
mally designated regular work schedule to work an alternate
forty hour work schedule (other than five uniform and con-
secutive eight hour days in a seven day period), or as pro-
vided by the Washington state minimum wage law in con-
junction with the federal law which provides for an eighty
hour workweek in a fourteen day period for hospital person-
nel. Alternate work schedules shall be made available upon
request of the director.

(¢) Emergency response fire officer work schedule.
Institutions which operate an emergency response fire depart-
ment may establish work week schedules for emergency
response personnel which provide for a daily work shift of
twenty-four hours. The weekly schedule shall provide for at
least forty-eight hours, but not more than fifty-six hours, as
required to meet operational requirements. Emergency
response personnel assigned to twenty-four hour schedules
shall be subject to the following conditions:

(i) All rules in chapter 251-22 WAC shall apply.

(ii)) Changes to the established work schedule shall be
made as provided in WAC 251-09-025.

(iii) Shift differential shall not be paid.

(iv) Overtime shall be paid for work performed in excess
of the scheduled daily work shift or the scheduled work
week. The overtime compensation shall be as provided in
WAC 251-09-030 (2) and (3).

(v) Holidays shall be as provided in WAC 251-22-040
and 251-22-045. When assigned to work on a designated hol-
iday, emergency response personnel shall receive their regu-
lar daily pay plus eight hours of holiday pay. Compensation
for the eight hours of holiday time shall be at the rate of time
and one-half,

(2) Nonscheduled work period. The nonschedul