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How to REHIRE a non-permanent employee

The process outlined below is for applicants that have previously been employed with Washington State Parks and Recreation Commission.  

1. P-009 located at N:\Forms\ P-009 Criminal Disclosure.  The P-010 form is not required for rehires In order to expedite the approval process, please ensure these forms are emailed to: HR Actions   **This step is only for positions that require a background check.

2. Utilize the P-001 – APPOINTMENT APPROVAL  REQUEST  Form located at N:\Forms\P-001 Appointment Approval Request Request.doc

3. Section # 1.  Position Detail
a) Position Number - Fill in position number employee will be assigned;
b) Work Location - Fill in physical work location;
c) Job Classification - Fill in the job class/title of the position the employee will be assigned to. 

4. Section # 2. Candidate Information 
a) Name of candidate  - fill in last, first, middle initial;
b) Social security number - must submit social security number or unable to process;
c) Date of birth – must submit dob or unable to process
d) Employee assigned housing – check yes or no; 
e) Residence address – fill in street address and county
f) Mailing address – fill in PO Box if applicable.

5. Section #3. Appointment Information  
a) Action – click box to activate the drop down, select REHIRE;
b) Type of Appointment – click box to activate the drop down, select:  Non-Perm;
c) Management Appointments – DOES NOT APPLY , LEAVE BLANK;
d) Notes/Comments – Fill in only if needed (example: under-fill, double-fill).

6. Section #4.  Appointment Date Information 
a) Requested Start Date – Fill in date that the employee will be physically present to begin work start date must allow time for form to be routed for approval before employee begins working 5 days minimum; 
b) Appointment/Season End Date: Last day employee will be working – employee must not work past this date.  If extension is needed please follow instructions in manual (how to extend a non-permanent and/or seasonal employee - current season only). **End date is for non-permanent and project positions only.

7. Section #5.  Work Schedule
Please select the number of hours the employee will be working – click box to activate the drop down, Must select anticipate number of hours the employee will be working; this will be used to determine healthcare eligibility.  If left blank the agency could be liable for healthcare costs;
a) Start time – Fill in start time of shift;
b) End time – Fill in end time of shift;
c) Days Off – Fill in the scheduled days off.

8. Section #6. Recommended Salary - Complete only if requesting a salary above the minimum.  	
a) Current Monthly or Hourly Salary – Fill in what the employee is making at their current/ last employer;
b) Proposed Monthly or Hourly Salary – Fill in proposed salary, range and step and/or percentage of increase;
c) Must provide justification for appointment above minimum salary – must provide justification why candidate should be started above the minimum or at a higher salary than other employees in this job class.  Approval must be given before the candidate begins working.


9. Section #7. Supervisor – 
a) A fair and competitive process was conducted to fill this position.  I am confirming that the candidate meets the skills and abilities to perform the duties – Check if applicable;
b) Received approval through the P-003 process to hire without competition in reference to Pol-Pro 70-33 Recruitment – Check if applicable
c) Manager/Supervisor Signature – Type your name into signature and print boxes;
d) Date – Fill in date you are completing form;
e) Supervisor’s Job Title – Fill in your job title;
f) Supervisor’s Phone Number – Fill in your phone number that you can be reached at for questions.

10. Route by email to:  Appointing Authority   
**PARK FIELD STAFF PLEASE ROUTE BY EMAIL TO THE APPROPRIATE INBOX BELOW:   
Eastern Region: Parks DL EA Region – HQ Support Staff  
Southwest Region: SW Region Actions
Northwest Region:  Parks DL NW Region – Actions                                 

11. APPOINTING AUTHORITY
a) If approved, type your name into the; Appointing Authority Signature and Print Name Boxes;
b) Route by email to:  HR Actions

12. HUMAN RESOURCES
a) Proof form – Email approval to:  Region, Hiring Supervisor and Park

13. HIRING SUPERVISOR
a) Must receive approval from human resources before employee is able to begin working.
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