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Western State College process for exempting positions from the state personnel system.
Roles and Responsibilities:

Employee

When possible, the incumbent employee should participate in the creation of the job description and signs as “preparer”, attesting to the accuracy of the document.

Department Manager or Supervisor

The department manager or supervisor is responsible for ensuring that the content of the job description accurately reflects the required work performed by the position.  The manager or supervisor signs the job description, attesting to the accuracy of the document.

Vice President
The vice president is the second lever reviewer responsible for ensuring that the content of the job description accurately reflects the required work performed by the position.  The vice president signs the job description, attesting to the accuracy of the document.  The vice president submits the request for exemption to the human resources director with all required attachments.

Human Resources Director

The human resources director will review requests for position exemption from the state personnel system.  The director will consider the merits of the request in light of the statutory provisions for exemption.  The human resources director will advise the president as to the applicability of the statutory provisions for exemptions and either recommends exemption or not.  The human resources director will notify the requestor of the outcome of the exemption request.
President

Per statute, the president (or his designee), must approve position exemption from the state personnel system.  If the president delegates this responsibility, he must do so in writing.

Process to request a position exemption

A.  A position exemption request is required when:
1. The duties and responsibilities of a previously exempted position change significantly (re-exemption request)
2. Job title changes (re-exemption request)

3. Reporting relationships change (re-exemption request)

4. The duties and responsibilities of a state classified position change significantly, such that the position may meet the statutory exemption provisions

5. A new position is created that may meet the statutory exemption provisions

B.  Schedule for requesting exemption:

1. At least two weeks before a position is advertised or announced, submit the request for exemption to the human resources office.
2. At any time an existing position’s duties, title or reporting relationships change significantly

C.  Required Documents:

1. Administrative Job Description
a. Total percentage of time for all duties must equal 100%

b. Include functional attributes

c. Complete all parts of the job description form

d. Obtain all appropriate signatures

2. Western State College Exemption Request Form (signed by vice president)
3. Organizational chart (may be incorporated in the Administrative Job Description)
Timeframe:
Responses to position exemption requests may generally be expected within two weeks time, barring extenuating circumstances.

Notification:

The human resources director will notify department heads of the president’s decision regarding the position exemption request.

Recordkeeping:

For each position exemption request, the human resources office will document the review of the job description and all related information.  For positions approved as exempt from the State Personnel System, the review and approval documentation will indicate the specific criteria for exemption that applies.  Job descriptions, organizational charts, position exemption request forms, review documents and all other related material will be maintained in the human resources office.  Copies of the annual report to the state department of personnel are maintained in the WSC human resources office.

Training:

New human resources department staff will receive training on the institution specific process from the human resources director, if their positions require knowledge of this process.  Department managers and supervisors will have one-on-one training in the process as the need arises.  Instructions and forms are available on the WSC human resources web-site.
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