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	WASHINGTON STATE PARKS 
& RECREATION COMMISSION 
HUMAN RESOURCES
	P-001 - APPOINTMENT APPROVAL REQUEST
(Used to make changes to a person only)



	1. Position Detail

	Position #
[bookmark: _GoBack]     
	Work Location/Official Duty Station (Park, Office, etc)
      
	Work Phone #
[bookmark: Text17][bookmark: Text18](     )      
	Job Classification/Title
     

	2. Candidate Information

	Name of Candidate   (Last, First, Middle Initial)

     
	Pers # or SSN 

     
	Date of Birth 

     
	Personal Phone #’s 

[bookmark: Text16]Cell    (     )      
[bookmark: Text14][bookmark: Text15]Other (     )      
	Assigned Housing?

[bookmark: Check7][bookmark: Check8]|_| Yes    |_| No

	Residence Address: (Street, City, State, Zip+ 4 digit extension,    No P.O. Boxes)
     
	Mailing Address: (PO Box, Street, City, State, Zip +4 digit extension)
     

	[bookmark: Dropdown10][bookmark: Dropdown11]County:    A-L            M-Z   
	County:  A-L         M-Z  

	3. Appointment Information (Select all that apply)

	Action (what action are you taking?)

	Type of Appointment
[bookmark: Dropdown2]
	Notes/Comments (Optional)
     

	4. Appointment Date Information 

	Requested Start Date:      
	Appointment/Season End Date:      

	5. Work Schedule:
	Please select the number of weekly hours the employee is anticipated to work.  

	[bookmark: Check9][bookmark: Check10]Start Time           |_| a.m.   |_| p.m. 
	End Time           |_| a.m.   |_| p.m.
	Days Off:       

	6.    Recommended Salary (Complete only if requesting a salary above the minimum step of the pay range.)

	Current Monthly or Hourly Salary
$         
	Proposed Monthly or Hourly Salary
$     
	Range:        
	Step:        

	
	
	For WMS/EMS positions only:    Band:         

	Must provide justification for appointment above minimum salary:      


	7. Manager/Supervisor - Check the box that applies to the employee.

                 |_|  A fair and competitive process was conducted to fill this position.  I confirm that the candidate meets the skills and abilities to perform the duties.                                    
       
                 |_|  Received approval through the P003 process to hire non-permanent without competition in reference to Pol-Pro 70-33 Recruitment.
                 |_|  NON-PERMANENT PARK AIDES/SR PARK AIDES ONLY:  Applicant has worked for Parks within the previous two seasons.  

	
	Manager/Supervisor or Designee E-Signature
/s/      
	Title
[bookmark: Text2]     
	Date
     

	8. Appointing Authority Approval   Email completed form to HR Actions in Word format.

	
	Appointing Authority or Designee E-Signature
/s/      
	Title
[bookmark: Text4]     
	Date
     

	9. Human Resources Approval

	
	HR Consultant or Designee E-Signature
/s/      
	Title
     
	Date
     

	FOR HR USE ONLY

	Action Type
[bookmark: Dropdown5]
	Reason For Action
[bookmark: Text10]     
	Contract (status in position)

[bookmark: Dropdown9]

	Org Name
     
	Org Key

     
	Contract Type (status w/state)
 
	Monitoring of Tasks/Length
              

	Work Schedule
     
	Part-Time?
|_|
	01 - Anniversary Date
     
	03 - Original Hire Date
     
	05 - Seniority Date
     
	07 - Unbroken Srvc           Date
     
	09 - Vac Lv Frozen up to
     

	18 - Prsnl Hol Elig

     
	26 - Prsnl LV Day Elig
     
	Pay Range / Step
       /     
$     /     
	PID
     

	P-09 Rec’d    |_|
P-10 Rec’d    |_|
Not Needed   |_|
	Risk Code

	Date Entered
     
	Initials
     

	Comments/Additional Info:       
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