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Request to Exempt Position from the





State Classified Personnel System

GENERAL INFORMATION:

Date:      
Department Name:       
Title of Position:       
Position Number:          (mandatory for re-exemptions; HR Office will provide for new positions)

Reports To (title only):       
ACTION REQUESTED:  Please check all that apply and attach all requested information.

 FORMCHECKBOX 

New position.  Include a copy of the WSC Administrative Job description, including an organizational chart.

 FORMCHECKBOX 

Reconsideration – due to denial of a previous exemption request.

 FORMCHECKBOX 

Re-exemption for change in job duties.  Include both old and new job descriptions and current organizational chart.

 FORMCHECKBOX 

Job title change / re-exemption.  Old job title:      
 FORMCHECKBOX 

Re-exemption for reporting relationship change.  Include original organizational chart and new organizational chart

 FORMCHECKBOX 

Other:      
Is this position supported primarily by student fees and charges?  FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No
Is this position grant funded?   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No
If yes, expiration date of grant:      
Complete the following answers as applicable.  If a section does not apply, enter N/A.

1.  If the position is an Administrative Department Head or a Principal Professional Subordinate to an Administrative or Academic Department Head, describe below how this position exercises discretion, analytical skill and judgment and what responsibility and accountability the position has for developing, changing and implementing programs and/or policies.
     
2.  If the position is an Academic Administrator or Academic Support Professional, describe below how the duties directly relate to students, curriculum, instruction, faculty or the connection to an academic purpose.

      

3.  If the position is an Executive Assistant to an Officer of the college, describe below the position’s responsibility for research of policy or procedurally related matters, coordination of functions, independent project work and problem resolution.

      

ALL POSITIONS:
4.  Explain any changes that may result in new classification and/or title due to reorganization, additions, deletions or other changes to the job.

     
5.  Give several typical examples of the types of decisions this position makes and the potential consequences of those decisions.

     
Please remember to include all attachments as described above.  Submit this form to the Human Resources Director at least two weeks prior to beginning a search.

_____________________________________
_________________

Signature of Person Completing this Form
Date

_____________________________________

Printed Name
_____________________________________
_________________

Signature of Vice President



Date

_____________________________________

Printed Name
