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[bookmark: _GoBack]WASHINGTON MANAGEMENT SERVICE 
RECRUITMENT AND SELECTION

Policy Number:	(Policy Number)
Effective Date:	(Click here to enter a date)
Applies To:	Applies to all Washington Management Service (WMS) employees of the (Agency Name).
Sources:	State rule - WAC 357-31-165 Rate of Vacation Leave Accrual	
State rule - WAC 357-58-175 Lump Sum Vacation Leave 
State rule - WAC 357-58-180 Additional Leave to Support Recruitment or Retention
State rule - WAC 357-58-185 Development Requirements for Policy and/or Procedure
State rule - WAC 357-58-190 Content Requirements for Policy and/or Procedure	
State rule - WAC 357-58-195 Promotional Preference
State rule - WAC 357-58-200 WMS Transfers
State rule - WAC 357-58-205 Reassign of a WMS Employee

Approved by:	___________________________
	(Name of Agency Director), AGENCY DIRECTOR


Purpose - To describe the (Agency Name) processes to recruit, employ, and promote people with the greatest aptitude to assist in achieving the agency’s mission and who demonstrate the agency’s core competencies.


Definitions
Agency Director – The director of the (Agency Name) functioning with the authority to set agency direction and implement internal policy. 
Designee – An employee who is delegated with authority by the agency director to make decisions with regard to this policy.  
Policy Statement
The (Agency Name) will be flexible and permit methods and strategies to be varied and customized for each recruitment and selection need. The agency will provide for the ability to consider any or all qualified candidates for hire, promotion or internal movement and ensure that hiring decisions are fair, objective, and based on the evaluation of leadership and other job related competencies and characteristics required for successful job performance and performance management. The agency will support workforce diversity and affirmative action goals and consider the career development of the agency’s employees and other state employees. The agency will ensure that hiring decisions are not based on patronage or political affiliation and ensure compliance with state and federal laws relating to employee selection and nondiscrimination. The agency will encourage decentralized and regional administration of the recruitment and selection processes when it is appropriate for the agency.
Are employers required to grant promotional preference when filling WMS positions?
Agencies are not required to grant promotional preference when recruiting and selecting for WMS positions. However, an agency may determine, on an individual position basis, if it is in the organization’s best interest to limit the candidate pool to promotional candidates. The agency defines who qualifies as a promotional candidate.
How may transfers occur?
At any time, an employee and the affected agency or agencies may agree to the transfer of a WMS employee within an agency or between agencies.
Under what conditions may an employer reassign a WMS employee?
At any time, an agency may reassign an employee or a position and it’s incumbent to meet client or organizational needs. If the new location is within a reasonable commute, as defined by the agency, the employee must accept the reassignment. If the reassignment is beyond a reasonable commute and the employee does not agree to the reassignment, the employee has layoff rights in accordance with the Layoff Policy for WMS employees.
Can an employer authorize lump sum vacation leave or accelerate vacation leave accrual rates to support the recruitment and/or retention of an incumbent or candidate for a WMS position?
In addition to the vacation leave accruals provided in WAC 357-31-165 (at what rate do employees accrue vacation leave), an employer may authorize additional vacation leave as follows to support the recruitment and/or retention of an incumbent or candidate for a specific WMS position:
· Employers may authorize an accelerated accrual rate for an incumbent or candidate.
· Employers may authorize a lump sum accrual of up to eighty hours of vacation leave for the incumbent or candidate.
· Leave cannot be used until the employee has completed six continuous months of service.
Must an agency have a policy regarding authorization of additional leave to support the recruitment of a candidate or the retention of an incumbent for a WMS position?  
Yes, in order to authorize additional leave for the recruitment or retention of a candidate or incumbent for a WMS position, an agency must have a written policy that:
· Identifies the reasons for which the employer may authorize additional leave.
· Requires that lump sum accruals only be granted after services have been rendered in accordance with express conditions established by the employer. 
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