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OVERVIEW OF CONTINGENT WORKER ADMINISTRATION TC "Overview of Contingent Worker Administration" \f C \l "1" 
The Contingent Worker Manual is a resource guide for hiring managers and supervisors, as well as human resources professionals.  It provides guidance in administering the employment of King County’s contingent workers: term-limited temporary (TLT), short-term temporary (STT), and contract workers.  A separate Internship Policy and Procedures Manual covers the hiring of interns and work study students.  

Contingent workers provide needed staffing assistance but may only be used to provide work of a temporary nature.  King County Code 3.12A.010 provides: 

…both operational efficiency and fair and equitable employment practices are advanced by the use of regular career service employees, where appropriate.  Therefore, it is the policy of King County to have ongoing, relatively stable, and predictable bodies of work necessary to the provision of services to the public performed by career service employees, and to minimize its use of part-time and temporary employees.

It is the responsibility of executive agencies to ensure the appropriate use and approval of contingent workers.  In partnership with executive agencies, the Department of Executive Services (DES), Human Resources Division (HRD) evaluates contingent worker requests to ensure the appropriate use of contingent workers and to verify and enforce code compliance.  To ensure appropriate designation of its workforce, the county establishes policies and guidelines in the administration of its contingent workforce as set forth in this document.  

A. SUBJECT TITLE TC "Subject Title" \f C \l "2" 
“The Contingent Worker Manual” supersedes and replaces:

“The Contingent Worker Manual (September 2010)”
HRD will revise the Contingent Worker Manual as necessary.  Revisions may include the incorporation of new policy direction, King County ordinances, or changes to how contingent workers are requested and administered in PeopleSoft.

B. ORGANIZATIONS AFFECTED BY THIS MANUAL TC "Organizations Affected by This Manual" \f C \l "2" :
The Contingent Worker Manual applies to all executive agencies. 

C. EFFECT OF CONTINGENT WORKER MANUAL TC "Effect of Contingent Worker Manual" \f C \l "2" :
The provisions of the Contingent Worker Manual confer no new privilege, right of appeal, right of position, transfer, demotion, promotion, recall, reinstatement nor any other employment right or benefit for any individual.  The manual does not constitute an express or implied contract.  It provides general guidance that cannot form the basis of a private right of action.  The principles and procedures set forth in the manual are subject to change and may be modified, suspended or revoked without notice in whole or in part.

D. DEFINITIONS TC "Definitions" \f C \l "2" :
Terms appearing throughout the Contingent Worker Manual are defined in Appendix A: Definitions.
E. SUMMARIZED CODE PROVISIONS OF INTEREST TC "Summarized Code Provisions of Interest" \f C \l "2" : 

RCW 49.44.160 – Public employers – Intent

The legislature intends that public employers be prohibited from misclassifying employees, or taking other action to avoid providing or continuing to provide employment-based benefits to which employees are entitled under state law or employer policies or collective bargaining agreements applicable to the employee's correct classification.

Chapter 155, Laws of 2002 does not mandate that any public employer provide benefits to actual temporary, seasonal, or part-time employees beyond the benefits to which they are entitled under state law or employer policies or collective bargaining agreements applicable to the employee's correct classification. Public employers may determine eligibility rules for their own benefit plans and may exclude categories of workers such as "temporary" or "seasonal," so long as the definitions and eligibility rules are objective and applied on a consistent basis. Objective standards, such as control over the work and the length of the employment relationship, should determine whether a person is an employee who is entitled to employee benefits, rather than the arbitrary application of labels, such as "temporary" or "contractor." Common law standards should be used to determine whether a person is performing services as an employee, as a contractor, or as part of an agency relationship.

Chapter 155, Laws of 2002 does not modify any statute or policy regarding the employment of: Public employee retirees who are hired for postretirement employment as provided for in chapter 41.26, 41.32, 41.35, or 41.40 RCW or who work as contractors; or enrolled students who receive employment as student employees or as part of their education or financial aid.
(Emphasis added.)
RCW 49.44.170 Public Employers – Unfair Practices – Remedies

(1) It is an unfair practice for any public employer to:
(a) Misclassify any employee to avoid providing or continuing to provide employment-based benefits; or

(b) Include any other language in a contract with an employee that requires the employee to forgo employment-based benefits.
(2) The definitions in this subsection apply throughout chapter 155, Laws of 2002 unless the context clearly requires otherwise.
(a) "Employee" means a person who is providing services for compensation to an employer, unless the person is free from the employer's direction and control over the performance of work. This definition shall be interpreted consistent with common law.
(b) "Employment-based benefits" means any benefits to which employees are entitled under state law or employer policies or collective bargaining agreements applicable to the employee's correct classification.

(c) "Public employer" means: (i) Any unit of local government including, but not limited to, a county, city, town, municipal corporation, quasi-municipal corporation, or political subdivision; and (ii) the state, state institutions, and state agencies. This definition shall be interpreted consistent with common law.
(d) "Misclassify" and "misclassification" means to incorrectly classify or label a long-term public employee as "temporary," "leased," "contract," "seasonal," "intermittent," or "part-time," or to use a similar label that does not objectively describe the employee's actual work circumstances.
(3) An employee deeming himself or herself harmed in violation of subsection (1) of this section may bring a civil action in a court of competent jurisdiction.

(Emphasis added.)
WAC 415-02-110 (in part) Determination of employee status

(1)
An employee of a retirement system employer, other than a teachers' retirement system plan I retiree, who otherwise meets the eligibility criteria to participate in a state-administered retirement system is required to establish or continue membership in that system. An independent contractor is not eligible for active membership in any state-administered retirement system.
(2)
(a)
The department will review the entire relationship between the worker and the retirement system employer in order to determine whether a worker is an independent contractor or an employee.  Generally, a worker is an employee if the employing individual or entity has the right to control and direct the work of the worker, not only as to the result to be accomplished, but also as to the means or methods by which the result is accomplished.
(b) Generally, a worker is an independent contractor if the employing entity has the right to control or direct only the result of the labor or services and not the means and methods accomplishing the labor or services.
(c) Whether or not the parties intend to establish an employer-employee relationship, or whether the parties regard the worker as being an independent contractor is not controlling. When the elements of direction and control are present in determining the means and methods of performing the worker's labor or service, any disclaimers to the contrary are not binding on the department for the purpose of determining employer-employee status. The terms of the contract and the actual arrangement under which the labor or services are performed will determine whether a worker is an employee or independent contractor.
KCC 3.12A.030 Annual [Body of Work] review. 

The executive shall conduct an annual review as described herein. By March 1 of each year, beginning March 1, 1999, each executive department and administrative office shall prepare and submit to the committee a comprehensive report documenting its use of part-time and temporary employees, other than probationary and provisional employees, in the preceding calendar year.  

Within 60 days of submission of the above reports, the committee shall make a factual determination as to whether an ongoing, relatively stable and predictable body of work on an annualized basis has been identified. If the committee determines that such a body of work exists, the committee may recommend: (1) the creation of any new part-time or full-time regular career service position(s); or (2) the filling of an existing vacant career service position in which the work is being performed by a temporary or part-time employee(s); or (3) the creation of a term-limited temporary employee position; or (4) the cessation of the work. If the committee identifies such a body of work, but the committee does not make any of the recommendations described above, the department must discontinue the use of part-time or temporary employees to perform that work. If the committee recommends creation of a regular career service position, but the executive does not recommend or the council does not create such a position, the department shall discontinue performance of the pertinent body of work by temporary or part-time employees. 

Any regular career service position created as a result of this process will be filled by a competitive hiring process [or process specified by the relevant collective bargaining agreement].

The reports of each department and of the committee and the records of their proceedings shall be considered disclosable public records and shall also be made available to the council upon request. 

(Bracketed inserts and bolding provided.)
The HRD Career Service Review Committee (CSRC) representative will recues him or herself from any review of HRD BOW reports and/or factual determination as to whether an ongoing, relatively stable and predictable body of work on an annualized basis has been identified in HRD.
KCC 3.12.040 Benefits

A.
Full-time regular, part-time regular, provisional, probationary and term-limited temporary employees shall receive the leave benefits provided in this chapter. 

B.
Full-time regular, part-time regular, provisional, probationary and term-limited temporary employees and their spouse or domestic partner, each of their dependent children, and each of the dependent children of their spouse or domestic partner shall be eligible for medical, dental, life, disability, and vision benefits, except in those instances where contrary provisions have been agreed to in the collective bargaining process and to the extent such benefits are available through insurers selected by the county. The director shall establish specific provisions governing eligibility for these benefits as part of the personnel guidelines and consistent with budget requirements. Such provisions may include waiting periods for employees newly-hired to the county. 

C.
Part-time and temporary employees, other than probationary, provisional and term-limited temporary employees, who exceed the calendar year working hours threshold defined in this chapter shall receive compensation in lieu of leave benefits at the rate of 15% of gross pay for all hours worked, paid retroactive to the first hour of employment and for each hour worked thereafter. . . .
 and, in lieu of insured benefits, an amount equal to the direct cost to the county for each employee for whom insured benefits are provided, prorated to reflect the affected employee’s normal work week, for each hour worked thereafter. Such additional compensation shall continue until termination of employment or hire into a full-time regular, part-time regular or term-limited position. Further, employees receiving pay in lieu of insured benefits may elect to receive the medical component of the insured benefit plan, with the cost to be deducted from their gross pay; provided, that an employee who so elects shall remain in the selected plan until termination of employment, hire into a full-time regular, part-time regular, or term-limited position, or service of an appropriate notice of change or cancellation during the employee benefits annual open-enrollment. 

Part-time and temporary employees, other than probationary, provisional and term-limited temporary employees, who exceed the applicable threshold will also be eligible for cash in lieu of the bus pass benefit provided to regular employees. The value will be determined based on the average annual cost per employee as determined in the adopted budget, prorated to an hourly equivalent based on the employee’s normal work week, and will be paid retroactive to the first hour worked and for each hour worked thereafter until termination of employment or hire into a full-time regular, part-time regular, or term limited position. 

KCC 3.12A.040 Effect of exceeding threshold hours

Part-time and temporary employees, other than probationary, provisional and TLT employees, who exceed the rolling 12-month period working hour thresholds, shall receive pay in lieu of benefits as provided in KCC 3.12. Provided, that exceeding the threshold hours does not confer career service status on any employee. 

KCC 3.12A.050 Appeal procedure 

A.
Part-time and temporary employees, other than probationary and provisional employees, who exceed the calendar-year working-hour thresholds set forth in the definitions contained in K.C.C 3.12 may seek conversion of a body of work in which they perform into a part-time or full-time regular career service position by appeal to the [career service review] committee.  Conversion decisions shall be based on whether the work performed by the employee is an ongoing, relatively stable, and predictable body of work that is half time or more, even though the work was not perceived as such previously, and whether it should be performed by a regular part-time or full-time career service employee.  The committee shall also decide, if the body of work does not warrant a career service position, whether the position should be converted to a term-limited temporary employee position.  The committee shall determine whether the work performed by the employee shall (1) remain outside career service as part-time or temporary, (2) be converted to a term-limited temporary employee position that receives benefits, or (3) be converted to a part-time or full-time regular career service position.
The [career service review] committee shall make its determination within 45 days of the employee’s request.  In the event of a tie vote by the committee, where half the committee finds that the body of work should be converted, the appeal shall be deemed to have prevailed.  The committee shall make a recommendation to the executive for recommendation to the council.  The executive’s recommendation shall be submitted to the council if the executive decides the body of work should be performed by a career service employee and that further position authority is required.  If the council does not approve the additional position, the work shall promptly be discontinued and not performed by temporary or part-time employees. 
If the [career service review] committee finds that the work performed by the employee should remain part-time or temporary, the employee may appeal within ten days from the date of receipt of the committee’s finding by filing a notice of appeal with the committee.  The committee shall direct the appeal to be considered by a hearing examiner of the county or, at its option, the committee may direct the appeal be considered by an independent, neutral arbitrator who will make a final determination.  The arbitrator shall be chosen by the director and the appellant, and shall be paid by the employing department or administrative office. The hearing examiner’s or arbitrator’s decision shall be limited to either upholding the committee’s finding or overturning the committee’s finding.  The decision shall be based on whether the work performed by the employee is an ongoing, relatively stable, and predictable body of work and is half-time or more, under the same standards applicable to the committee, or on whether the work meets the definition of term-limited temporary position.  Employees covered by a grievance procedure contained in a collective bargaining agreement may elect either to use the grievance procedure, if the applicable collective bargaining agreement permits it, or to use the appeal procedure described above, but not both procedures.
If the hearing examiner or arbitrator overturns the [career service review] committee’s findings, any new career service or term-limited temporary position must be absorbed by the department within its authorized position level, or within funds available for term-limited temporary position work, provided that the department may request additional position or budget authority.  The appealing employee will be placed in the career service position as a provisional appointee, with insured benefits and leave benefits, until a competitive hiring process, which substantially takes into account and weighs the experience of the employee performing the tasks of the position, is completed.  If the appealing employee is selected for the position, his or her start date will be the date of the provisional appointment for all purposes, including seniority and/or a probationary period, except that those employees covered by a collective bargaining agreement the date of the appointment shall be determined in accordance with the collective bargaining agreement or by the collective bargaining process.  If the employee is placed in a term-limited temporary position, his or her start date will be the date of his or her appointment to the term-limited temporary position for all purposes, except for those employees covered by collective bargaining agreements, whose start date will be determined by the collective bargaining agreement or by the collective bargaining agreement process.
B.
Appeal Procedure for Term-Limited Temporary Employees.  A term-limited temporary employee who exceeds his or her term may appeal to the [career service review] committee to have the body of work converted to a career service position.  The committee shall decide whether the body of work still warrants a term-limited temporary position designation or should be converted to a career service position.  If a majority of the committee finds that the body of work should continue as a term-limited temporary position, the employee may appeal within ten days from the date of receipt of the committee’s finding by filing a notice of appeal with the committee.  In the event of a tie vote, the appeal shall be deemed to prevail.  The appeal process shall be the same as for part-time and temporary employees (other than probationary and provisional employees), provided, however, if the employee prevails in the appeal, the employee shall be placed in a career service position, not a provisional appointment, and the employee shall not be required to serve a probationary period.  

(Bracketed inserts supplied; parenthetical inserts in original.)
KCC 3.12A.060 Termination

Agencies may terminate STTs who exceed their working hour threshold. However, employees who seek conversion of their position by appeal to the Career Service Review Committee (CSRC) should remain in their temporary position until the conclusion of the appeal process. Some exceptions may be made, regarding termination for reason unrelated to the appeal, with the approval of the HRD Director.  If the employee’s appeal is successful, the employee shall not be terminated but rather be assigned to a position as required by the appeal process.
Nothing in this chapter shall restrict King County's ability to terminate part-time and temporary employees who exceed the calendar year working hour thresholds or term-limited temporary employees who exceed the calendar years threshold set forth in the definitions contained in K.C.C. 3.12; provided, however, that if an employee seeks conversion of their position by appeal to the committee, termination of that employee for reasons related to the appeal shall be deferred until the conclusion of the appeal process described herein.  If the employee’s appeal is successful, the employee shall not be terminated but rather be assigned to a position as required by the appeal process described herein.
F. RESOURCES FOR ADMINISTERING CONTINGENT WORKER PROCESSES TC "Resources for Administering Contingent Worker Processes" \f C \l "2" 
The HRD Code Compliance and Quality Assurance (CCQA) team oversees the contingent worker process.  For additional information and guidance on how to administer contingent workers, contact CCQA team members at CCQA@kingcounty.gov.

The Contingent Worker Manual is available online in the Outlook Public Folders/Human Resources/Policies & Guidelines/Contingent Workers and on the intranet at http://hrd.metrokc.gov/policy.htm.

PART I
THE BODY OF WORK REVIEW TC "Part I:  The Body of Work Review" \f C \l "1" 
A. PURPOSE TC "Purpose" \f C \l "2" 
Pursuant to KCC 3.12A.010, King County career service employees should perform all ongoing, relatively stable and predictable bodies of work that are expected to continue more than half-time.  HRD conducts an annual body of work (BOW) review of all contingent workers (short-term temporary, term-limited temporary, administrative interns, work study students and contract workers) to ensure compliance with state law and King County Code.  This process culminates in review of any issues concerning the use of contingent workers by the Career Service Review Committee (CSRC) which is comprised of the County Administrative Officer, the Director of the Office of Management and Budget, the HRD Director, and the affected department director.  The CSRC review looks specifically at whether any contingent workers are performing ongoing, relatively stable, predictable, and more than half-time bodies of work.
B. BODY OF WORK DATA COLLECTION AND REPORTING PROCESS TC "Body of Work Data Collection and Reporting Process" \f C \l "2" 
KCC 3.12A.030 requires each executive agency to prepare and submit a comprehensive report of contingent worker use in the preceding calendar year to the CSRC by March 1 each year.  These reports are the product of a coordinated effort by HRD and each agency to identify and summarize contingent worker issues.  The following process is involved in preparation for the CSRC meetings.

1. Agenda Development   The Code Compliance and Quality Assurance section (CCQA) of the Human Resources Division annually initiates communication and direction for the purpose of coordinating the preparation of the report. Using tools prepared by CCQA, departments prepare a report for the CSRC identifying potential issues including, but not limited to, the following:
· Contingent workers performing ongoing work.

· TLTs exceeding approved end dates.

· Contingent workers hired prior to the approval of their position.

· STTs approaching or exceeding hour thresholds specifically identified in a rolling 12-month period.

· STT bodies of work that are artificially limited due to the number of hours that they have worked.

· Contract worker hours with workers approaching or exceeding hour thresholds specifically identified in a rolling 12-month period.

· Contingent worker job history with employees holding multiple jobs specifically identified for review of potential benefit offset/back benefits issues (see Part IX of this manual).

· Review of departmental use of interns with a focus on whether the interns have a bona fide occupational objective and are engaged in the performance of production work, including clerical work.

The reports generated provide the basis for the development of the agenda.  This consolidated document is presented to the CSRC which uses the data to determine whether or not a meeting with the department is necessary.  
CCQA provides a series of queries in the PeopleSoft system that departments can run to identify potential issues, including many of those listed above.  Those potential issues are further analyzed to determine whether a body of work issue exists (oftentimes, queries will identify situations simply because data requires updating in the system).  Information regarding access and use of the queries can be found in the User Guide for Contingent Worker Queries, located at: http://hrd.metrokc.gov/documents/Appendix_CW_PSQuery_v8_FINAL.pdf.  
Departments are highly encouraged by the CCQA team to explore these queries year-round to gain a better understanding of contingent worker activity in their department and to identify potential issues as early as possible.
C. CSRC BOW MEETINGS TC "CSRC BOW Meetings" \f C \l "2" 
1. Purpose.  KCC 3.12A.030 states that the CSRC make factual determinations as to whether contingent workers are performing ongoing, relatively stable, predictable and more than half-time bodies of work.  In order to do so, the CSRC meets with agencies annually to review BOW issues.  

2. Scheduling.  HRD schedules and facilitates meetings with the CSRC and the agencies during March and April each year.  
3. Content and Outcomes.  If the CSRC determines that an ongoing body of work is being performed by contingent workers, the CSRC may recommend one of the following actions be taken (KCC 3.12A.030):
a) The creation of any new part-time or full-time regular career service position(s); or 

b) The filling of an existing vacant career service position in which the work is being performed by a temporary or part-time employee(s); or 

c) The creation of a term-limited temporary employee position; or 

d) The cessation of the work. 

Additionally, the CSRC may require the payment of benefit offsets (back benefits) pursuant to KCC 3.12.040(C) when appropriate and provide direction regarding STTs, contract workers and interns who have worked high hours.

Issues involving an employee of HRD will be determined by the County Administrative Officer and the Director of the Office of Management and Budget.
4.
CSRC Determinations.  Following the CSRC meeting, any findings and recommendations from the CSRC will be communicated to the agencies and additional communication may come from the HRD director.  The agency may be directed to take specific action and or provide further reports.

The CSRC’s findings are also transmitted to the King County Executive and are available to the King County Council upon request.
PART II:
TERM-LIMITED TEMPORARY EMPLOYEES TC "Part II:  Term-Limited Temporary Employees" \f C \l "1" 
A. PURPOSE TC "Purpose" \f C \l "2" 
 TLTs are a type of contingent worker provided for in KCC 3.12.010(HHH).  Agencies are responsible for ensuring appropriate use of TLTs in accordance with the code prior to seeking approval from HRD for the position approval.  Once internal approval is granted, the agency requests the position by creating a TLT request in PeopleSoft.  This request triggers review by HRD for compliance with code and policy.  This section provides guidance on the appropriate use of TLTS.    For specific instructions related to requesting the position in PeopleSoft, see the PeopleSoft User Guide. 

The body of work assigned to a TLT must be truly temporary in nature.  A TLT is not a substitute for a career service employee for situations where the agency does not have or is having difficulty obtaining an FTE.  It is not appropriate to appoint the same contingent worker to multiple contingent assignments if the TLT is continuing to perform substantially similar work without a sufficient break in service.  

For example, if an employee in a TLT Human Resources Associate position processing new hire paperwork is subsequently appointed to a TLT Human Resources Analyst position preparing reports on human resources data, the positions would likely be considered to be substantially similar.  Thus, all time worked by this TLT would be counted toward the three year threshold.  Conversely, an employee in the same TLT Human Resources Associate position who is subsequently appointed to a TLT Elections Equipment Technician position working on voting machines would not be deemed to be doing substantially similar work – in this situation, the time worked in the two positions would not be combined for the purposes of the three year threshold.  

Substantial similarity of the work is based on an analysis of the general nature of the work and skills necessary to perform the work.  Changes in specific tasks performed or specific bodies of work performed do not create dissimilarity between the positions. 
B. ESTABLISHING A TLT TC "Establishing a TLT" \f C \l "2" 
Agencies request TLT positions through PeopleSoft HCM.
  The employee may not be hired until the position has been approved and created in PeopleSoft HCM.  The procedure for establishing a TLT position is as follows:

1. Identify the Need.  The hiring authority identifies a temporary staffing need for work considering the following:
a. TLTs do not perform ongoing, relatively stable and predictable bodies of work which are half-time or more. 

b. The body of work performed by a TLT has a clearly identifiable end that is naturally concluding rather than open-ended or ongoing.  
c. If less than six months of work is anticipated, a temporary employee rather than a TLT should be requested.
2. Determine the TLT Category. The hiring authority must identify the TLT body of work.  The body of work must fall into one of four specific TLT categories.  The TLT category determines the maximum length of the TLT assignment.  The TLT categories are:

a. Grant-funded Projects:  These positions involve projects or activities that are funded by special grants for a specific time or activity.  These funds are not regularly available or their receipt is not predictable for the county.  For example, a grant that has been awarded on a recurring basis for more than five years may not be staffed by a TLT.  This category may be approved initially for up to three years with a maximum term of five years.
The department must identify the primary grant that provides the majority of funding for the body of work.  The body of work may include other activities closely associated with the deliverables for the primary grant.  In the event the primary grant funding ceases prior to the TLT position’s end date, the TLT position must also cease.
b. Information Systems Technology Projects:  These TLT positions plan and implement new information systems projects for the county.  These positions may not be used for on-going maintenance of systems that have been implemented.  This category may be approved initially for up to three years with a maximum term of five years.
c. Capital Improvement Projects:  These positions involve the management of major capital improvement projects.  These positions may not be used for on-going management of buildings or facilities once they have been built.  This category may be approved initially for up to three years with a maximum term of five years.
d. Miscellaneous Projects and/or Non-Routine Assignments:  Other significant and substantial bodies of work may be appropriate for TLT positions if they involve projects which are non-routine for the agency or related to the initiation or cessation of a county function, project or agency.  The duration of this type of TLT is limited to three years.  Examples of this type of TLT include, but are not limited to, the following:
i. A miscellaneous project that has a specific start and proposed end date;

ii. Backfill for a career service employee’s absence (e.g. an employee on leave from work, temporarily assigned to another position, or on special duty);

iii. A TLT assignment used as an assessment period to determine if an ongoing FTE is necessary;

iv. Temporary assignment of a TLT to the duties of a particular career service position during a period of assessing the proper method for future staffing of the position or work division;

v. A Seasonal Assignment as defined by KCC 3.12.010 (III)(5);

vi. Assignment as an Occupational Development Trainee.   A department has a specialized job that requires technical expertise which is not easily recruited for in the local job market.  The makeup of the workforce is such that the expertise in the specialized skills rests with an experienced staff that will likely retire en masse in the near future.  When these experienced employees retire, the local job market will likely not be able to supply candidates with the requisite job skills.  This situation could lead to an inability to fill the positions and negatively impact King County’s ability to provide quality service.  In response to this potential recruitment problem, the department can develop a training program that may be filled by TLTs.  This program/project would be designed to expand the pool of qualified applicants at the time the specialized jobs become available.
3. Term.  The maximum appropriate initial and total term of a TLT is determined based on its category, examples are as follows:

	Maximum Initial and Total Terms of TLT Positions TC "Maximum Initial and Total Terms of TLT Positions" \f C \l "3" 

	Category
	Maximum Initial Term
	Maximum Total Term
	Comments

	Grant-Funded Project
	Up to Three Years
	Up to Five Years
	Not to exceed the term of the primary Grant

	I.T. Project
	Up to Three Years
	Up to Five Years
	Not to exceed the term of the I.T. project

	Capital Improvement Project (CIP)
	Up to Three Years
	Up to Five Years
	Not to exceed the term of the CIP project

	Miscellaneous - Project
	Up to Three Years
	Up to Three Years
	Not to exceed the term of the project

	Miscellaneous – Non-Routine Assignment
	Up to Three Years
	Up to Three Years
	

	Miscellaneous – Initiation/Cessation
	Up to Three Years
	Up to Three Years
	

	Seasonal
	Up to Three Years
	Up to Three Years

	

	Backfill – Special Duty
	Up to Three Years
	Up to Three Years
	Not to exceed incumbent’s special duty

	Backfill – Other Assignment or Military Leave
	Up to Three Years
	Up to Three Years
	Not to exceed incumbent’s approved or actual leave

	Backfill – Medical Leave
	Up to Three Years
	Up to Three Years
	Not to exceed incumbent’s approved or actual leave

	Any Other Non-Routine Substantial Body of Work
	Up to Three Years
	Up to Three Years
	


Note: Certain collective bargaining agreements may place limits on the duration of TLT assignments. 
4. Agency Human Resources Review.  The hiring agency’s human resources representatives review the request to ensure it complies with King County Code and policy. 
5. Request the Position in PeopleSoft.  The agency enters the request into PeopleSoft for review by HRD.
  The request should be submitted as soon as possible and not less than two weeks prior to the requested start date.

6. Describe the functions and scope of the position.  The agency may suggest a job classification for consideration.  The hiring authority identifies the suggested classification for the TLT and completes the Position Purpose and Position Details sections of the PeopleSoft online request form for TLTs,
 clearly defining the scope and essential functions of the TLT body of work.

There are no longer TLT paper form PDQs.  TLT details are submitted through a new position request in PeopleSoft.  To get there, log in to PeopleSoft and then follow the following steps:

1. Follow the navigation path: King County > KC Positions Requests > New Position Request

2. On the New Position Request form, click the “Add a New Value” tab.

3. Click 

4. The “Request New Position” page will appear.  Complete the “Position Information” section.

5. When completing the “Position Purpose” and “Position Details” Section, The requestor should describe the body of work by defining the scope of the work, essential functions of the position and an allocation of those duties as a percentage of time each essential function will take to perform relative to the entire body of work (total must add up to 100%). 

7. HRD Compensation Management Services Review.  The HRD Compensation Management Services (CMS) section reviews the position request to determine the appropriate classification for the body of work.  A CMS classification analyst will contact the hiring authority if additional information is required.

8. HRD CCQA Review.  The HRD CCQA team reviews the request to ensure compliance with legal and procedural requirements.  An analyst may contact the hiring authority for additional information to resolve any legal and procedural issues, if necessary. 
HRD approvals are for the TLT position only, not the actual appointee filling the position.  Prior to the recruitment and hire of a worker appointed to the position the agency remains subject to the Reassignment and Transitional Duty (RTD) referral processes.  Additionally, as HRD approves the position, not the appointee, review of the appointee’s prior employment at King County and potential liability for payment of back benefits is the responsibility of the hiring authority.

9. Position Creation.  Once all approvals have been granted, the hiring authority is notified.  Upon receipt of this notification, the agency may submit the request to Position Control for creation of the position via PeopleSoft workflow by indicating final approval of the request in the approval section of the request.
10. RTD & Layoff/Recall Review.  Prior to filling the position, the agency is responsible for ensuring that these programs review the TLT request to identify potential candidates for the position from their respective pools of candidates.
  To facilitate this review process, agencies should include position qualifications in the TLT request.  The following is a summary of the review process:
a. RTD.  HRD Disability Services reviews the request and may refer candidates to the hiring authority who match the requested knowledge, skills, and abilities of the job for priority consideration. 
b. Layoff/Recall.  HRD Layoff/Recall reviews the request and may refer candidates to the hiring authority who match the requested knowledge, skills, and abilities of the job.  If a candidate is identified, HRD Layoff/Recall will work with the hiring authority to place the identified candidate in the position.

c. Additional Referrals prior to Refilling a Position.  When a TLT vacates an approved position, the hiring authority must refer the position back to HRD RTD and Layoff/Recall Programs for potential candidates prior to refilling the position.
11. Identify the TLT Candidate to be Hired.  A competitive selection process is not typically required as TLTs are not members of the career service system.  If the position is represented by a union, unique hiring provisions may apply and may be located in the collective bargaining agreement; contact the respective labor negotiator or department human resources service delivery manager.  However, at the hiring authority’s discretion, the position may be posted and recruited for in the same manner as recruiting for other vacancies.  Once the TLT is hired, the hiring authority must appoint the employee who was hired to the position in PeopleSoft.
C. UPON HIRE TC "Upon Hire" \f C \l "2" 
1. Determine Retirement Eligibility.  Human resources staff completes the Position Eligibility Worksheet and sends it to Benefits, Payroll and Retirement Operations to determine whether a position is eligible for participation in the Washington State retirement system.
2. Complete Initial Hire or Promotion Pay Request Form.  The agency completes an Initial Hire or Promotion Pay Request Form if requesting pay above step 1. The county administrative officer must approve the hiring of an employee above Step 5.
3. Send Appointment Letters and Appeal Rights.  The agency provides an appointment letter, including appeal rights, to the employee and forwards a copy of the appointment letter and new hire paper work to HRD.
 
4. Enter Employee into PeopleSoft.  All new employees must be entered into PeopleSoft and attached to their position on their first day of employment.
5. Attend New Employee Orientation.  All new employees must attend the Benefits, Payroll and Retirement Operations New Employee Orientation within seven days of hire.
6. Attend Training.  All new employees must attend the Workplace Harassment and Acceptable Use trainings.
7. Complete General On-Boarding.  Complete any additional paperwork and processes associated with on-boarding a new hire (Form I-9, W-4, direct deposit, etc.). 

D. COMPENSATION TC "Compensation" \f C \l "2" 
1. Initial Salary Placement.  New employees, including TLTs, should start at the first step of the pay range.  It would be an unusual situation for a TLT to receive an offer more than 5% above their most recent wage rate.  If a TLT is rehired into a classification they recently held at King County, their wage rate upon rehire should not increase.  Initial salary placement above the first step requires specific criteria be met in accordance with KCC 3.15.120.
2. Step Increases:  TLTs are at-will employees who serve at the pleasure of the hiring authority and do not serve a probationary period.  TLTs are not eligible for an increase in salary after six months except where required by Collective Bargaining Agreement.  However, TLTs should receive written performance feedback and performance expectations at their anniversary date to promote performance management.  This written review of the TLT’s performance is also a requirement for the employee to receive a step increase.  Only one step increase may be given annually.  Step increases are not required but may be given at the hiring authority’s discretion.  The TLT Appraisal Evaluation Template
 is the tool for accomplishing performance feedback and an annual step increase.
3. Ineligible for Merit Pay:  TLTs are not eligible for merit pay as set forth in the “Executive Branch Performance Appraisal and Merit Pay System Manual” (March 2009) for career service employees.

4. Ineligible for Assignment to Special Duty:  TLTs may not be assigned to special duty.  The only way a temporary employee may change their body of work is to be hired into a new position.  
E. TLT POSITION MONITORING TC "TLT Position Monitoring" \f C \l "2" 
1. Body of Work.  The hiring authority is responsible for ensuring the body of work performed by a TLT complies with the applicable code and policy.  In addition, the hiring authority is responsible for monitoring work performed by TLTs to ensure they are performing the body of work approved for the position to which they are appointed.
2. End Date.  The TLT position end date in PeopleSoft is the last day on which the position has been approved for use.  The end date flows from the agency’s request for the position and is limited by the maximum time period as set forth in the King County Code.  As positions are approved for a specific term and the initial request is an estimate of when the employee will begin work, the term of the position may be shifted to accommodate the actual start date.  For example, if a TLT has been approved for two years with a start date of July 1 and the position is not filled until August 15, upon request from the agency, the approved end date in PeopleSoft will be adjusted to reflect the full two-year term from the actual appointment date.  To accomplish this, the agency must submit a position change request in PeopleSoft.   Queries in PeopleSoft HCM may be used to identify TLT positions approaching their end dates.  Please refer to the User Guide for Contingent Worker Queries at: http://hrd.metrokc.gov/documents/Appendix_CW_PSQuery_v8_FINAL.pdf
3. Extensions.  It is the hiring authority’s responsibility to ensure the employee does not work beyond the approved TLT end date.  If this occurs, the TLT may appeal to the CSRC.  If appropriate, the agency may request approval to extend the TLT position prior to the expiration date of the TLT position.  Extension requests should be made a minimum of two weeks prior to the current expiration date.
Extension requests require that the body of work performed and categorization of the TLT remain unchanged from the original approval.  If there has been significant change to the body of work or categorization of the TLT, the hiring authority should evaluate whether a TLT remains appropriate, and if so, request a new TLT position.  If the nature of the body of work is now ongoing work, the TLT should be discontinued.

4. Disciplinary Terminations.  TLT employees are at-will employees and may be terminated at any time without cause or prior notice.  Prior to termination of a TLT for conduct or performance issues, the agency must present the proposed termination to the Pre-disciplinary Review Committee, administered by HRD or to their internal department review group with their HR SDM II serving as the HRD Director designee.

5. TLT to Regular Position.  When a TLT is subsequently hired into a career service position, the Adjusted Start Date (upon which vacation accrual rates are based) should be the start of the TLT position, provided there has been no break in service (the period of time that the employee did not work for the county).  
6. Adjusted Service Date and Accruals upon Return.
· Adjusted service date.  When an employee in a benefits-eligible position leaves county employment and returns to a benefits-eligible county position within two years of separation from the position, the employee’s service date is adjusted for the time away from a benefits-eligible county position.  

Vacation accrual.  

If an employee resigns from a full-time regular or part-time regular position with the county in good standing or is laid off and subsequently returns to county employment within two years from the resignation or layoff, as applicable, the employee's prior county service shall be counted in determining the vacation leave accrual rate 
Sick leave restoration.
Separation from or termination of county employment except by reason of retirement or layoff due to lack of work, funds, efficiency reasons or separation for non-disciplinary medical reasons, shall cancel all sick leave accrued to the employee as of the date of separation or termination. Should the employee resign in good standing, be separated for non-disciplinary medical reason or be laid off, and return to county employment within two years, accrued sick leave shall be restored, but the restoration shall not apply where the former employment was in a term-limited temporary position. 

REFERENCE DOCUMENTS TC "Reference Documents" \f C \l "2" 
1. TLT Appointment Letter Template for FLSA Overtime-Eligible Hourly Employees, including Appeal Form
2. TLT Appointment Letter Template for FLSA Overtime-Exempt Salaried Employees, including Appeal Form
3. TLT Performance Evaluation Template

TLT Appointment Letter Template TC "TLT Appointment Letter Template (Hourly) and Appeal Form" \f C \l "3" 
FLSA Overtime-Eligible (Hourly Employee)
DATE
NAME
ADDRESS
ADDRESS
Dear NAME: 

Welcome to King County division.  The purpose of this letter is to confirm our offer and your acceptance of the term-limited temporary (TLT) position of job name (job code) in the division of the King County agency.  The effective date of your appointment is date. The work you will perform is anticipated to end no later than approved end date.  
This position reports to supervisor, title.  Your primary work location will be in the division offices located at address.  
This position’s standard workweek is 35/40 hours and normal work hours are 8:00 am to 5:00 pm, Monday through Friday.  If interested, you may want to discuss establishing an ongoing alternative work schedule with your supervisor; however, any alternative work schedule is subject to approval by authority to approve alternative work arrangements.  

In this position you will summary of duties.  Specific job duties will be discussed with you upon commencement of your employment.  

You will be compensated at $hourly rate, which is Step X of Range X (King County 2009 FLSA Non-Exempt Squared Hourly Salary Table).  You will be paid on a biweekly/ semi-monthly basis in the PeopleSoft/MSA payroll system, with the first pay date for the new position occurring date.  (If paid in the MSA payroll system, commencing January 2012, you will be transferred to the PeopleSoft payroll system and begin receiving your paycheck every other Thursday, instead of the 5th and 20th of each month.)  This position is an hourly position governed by the overtime provisions of the federal Fair Labor Standards Act and/or the Washington State Minimum Wage Act and is eligible for overtime pay or compensatory time accrual with prior approval.  However, you must receive approval from your supervisor before working any necessary overtime hours to meet your position responsibilities.  Refer to PER 8-2-2 (AEP) 8“Overtime Pay, Holiday Pay and Compensatory Time in Lieu of Overtime Pay for Hourly Employees as Defined by the Fair Labor Standards Act and the Washington Minimum Wage Act” (June 1, 2008) for more information on the executive policy for hourly employees. 
This position is/is not represented by a labor union.  If represented, you will be required to join the union and pay union dues.  If represented, the specific provisions of your collective bargaining agreement will apply.

This temporary position is eligible for the county’s employee benefits package. You are scheduled to attend a New Employee Orientation at time on date, in Room 121 of the Chinook Building, at the corner of Fifth Avenue and Jefferson Street.  At this mandatory meeting, you will receive additional information about all of the King County employee benefits and the Washington State Public Employees Retirement System (PERS).  As a benefits-eligible employee, you are entitled to benefits, which begin the first calendar day of the month following the first day you report to work.  You may review the details of these programs on our website at http://www.kingcounty.gov/employees
Your supervisor will arrange additional training for you including the mandatory Anti-Harassment classroom and web-based Workplace Harassment training.

You are required to comply with federal government work authorization requirements.  Within the first three days of employment, you must present document(s) that identify both your identity and ability to work in the United States.  On your first day of work, you will meet with an agency human resources/payroll staff person who will provide more information. 
As a TLT employee, you are an at-will temporary employee and serve at the pleasure of the hiring authority; either you or the county may terminate your employment at any time with or without cause or prior notice.  TLT employees are not members of the county’s career service system and are not covered by provisions governing the career service system. 

TLT employees who exceed the term of their TLT position may file an appeal to seek conversion of their body of work into a career service position.  I have attached a “TLT Body of Work Appeal Form” for your information. 

Please understand that the provisions of this letter do not constitute an expressed or implied contract but rather a statement of a number of things important to you.  If you have any questions about your position or any information in this letter, please contact supervisor, title, at phone.

Congratulations on your appointment, and again, welcome to division. 

Sincerely,

HIRING AUTHORITY
Attachment

cc:
SUPERVISOR
OTHER
HRD Contingent Worker Program Manager


Personnel/Payroll file

TLT BODY OF WORK 
APPEAL FORM 
(For term-limited temporary employees)
Name 
Contact Phone    (____) _____ - ______

Home Address ______________________________City ______________ Zip Code______

Employee ID 
 Job title 
Union _______________  

King County Department/Division of Employment 


Supervisor Name 
 

Brief Summary of Duties 


Period of Employment - From 
To 


Please check the box that applies to your situation:

(
I have exceeded the term of the term-limited temporary position for which I was hired.

(
Other.

Explain why you feel that the body of work which you have been performing is ongoing, relatively stable, predictable, and half-time or more on an annualized basis and should be converted to a Career Service position.  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I am providing the following information and attached documentation in support of my appeal (attach additional pages if needed):  
Signature 

Date


SEND APPEALS TO:
Career Service Review Committee (CSRC)


c/o Human Resources Division Director

Department of Executive Services

King County Administration Building

M.S. ADM-ES-0450

500 Fourth Avenue, Room 450

Seattle, WA  98104
See King County Code Section 3.12A.050 for appeal procedures.
TLT Appointment Letter Template TC "TLT Appointment Letter Template (Exempt) and Appeal Form" \f C \l "3" 
FLSA Overtime-Exempt (Salaried Employee)
DATE
NAME
ADDRESS
ADDRESS
Dear NAME: 

Welcome to King County division.  The purpose of this letter is to confirm our offer and your acceptance of the term-limited temporary (TLT) position of job name (job code) in the division of the King County agency.  The effective date of your appointment is date. The work you will perform is anticipated to end no later than approved end date.  
This position reports to supervisor, title.  Your primary work location will be in the division offices located at address.  
This position’s standard workweek is 35/40 hours and normal work hours are 8:00 am to 5:00 pm, Monday through Friday.  If interested, you may want to discuss establishing an ongoing alternative work schedule with your supervisor; however, any alternative work schedule is subject to approval by authority to approve alternative work arrangements.  

In this position you will summary of duties.  Specific job duties will be discussed with you upon commencement of your employment.  

You will be compensated at salary annually, which is Step X of Range X (King County 2009 FLSA Exempt Squared Annual Salary Table).  You will be paid on a biweekly/ semi-monthly basis in the PeopleSoft/MSA payroll system, with the first pay date for the new position occurring date.  (If paid in the MSA payroll system, commencing January 2012, you will be transferred to the PeopleSoft payroll system and begin receiving your paycheck every other Thursday, instead of the 5th and 20th of each month.)  This position is exempt from the overtime provisions of the federal Fair Labor Standards Act and/or the Washington State Minimum Wage Act.  As such, you are ineligible for overtime pay and are required to work the hours necessary to meet your position responsibilities. Refer to PER 8-1-2 (AEP) “Executive Leave, Pay and Leave Practices for Exempt Executive, Administrative, and Professional Employees as Defined by the Fair Labor Standards Act and the Washington Minimum Wage Act” June 1, 2008for more information on the executive policy for FLSA-exempt employees. 

This position is/is not represented by a labor union.  If represented, you will be required to join the union and pay union dues.  If represented, the specific provisions of your collective bargaining agreement will apply.

This temporary position is eligible for the county’s employee benefits package. You are scheduled to attend a New Employee Orientation at time on date, in Room 121 of the Chinook Building, at the corner of Fifth Avenue and Jefferson Street.  At this mandatory meeting, you will receive additional information about all of the King County employee benefits and the Washington State Public Employees Retirement System (PERS).  As a benefits-eligible employee, you are entitled to benefits, which begin the first calendar day of the month following the first day you report to work.  You may review the details of these programs on our website at http://www.kingcounty.gov/employees.
Your supervisor will arrange additional training for you including the mandatory Anti-Harassment classroom and web-based Workplace Harassment training.

You are required to comply with federal government work authorization requirements.  Within the first three days of employment, you must present document(s) that identify both your identity and ability to work in the United States.  On your first day of work, you will meet with an agency human resources/payroll staff person who will provide more information. 
As a TLT employee, you are an at-will temporary employee and serve at the pleasure of the hiring authority; either you or the county may terminate your employment at any time with or without cause or prior notice.  TLT employees are not members of the county’s career service system and are not covered by provisions governing the career service system. 

TLT employees who exceed the term of their TLT position may file an appeal to seek conversion of their body of work into a career service position.  I have attached a ” TLT Body of Work Appeal Form” for your information. 

Please understand that the provisions of this letter do not constitute an expressed or implied contract but rather a statement of a number of things important to you.  If you have any questions about your position or any information in this letter, please contact supervisor, title, at phone.

Congratulations on your appointment, and again, welcome to division or section. 

Sincerely,

HIRING AUTHORITY
Attachment

cc:
SUPERVISOR
OTHER
HRD Contingent Worker Program Manager


Personnel/Payroll file

TLT BODY OF WORK 
APPEAL FORM 
(For term-limited temporary employees)
Name 
Contact Phone    (____) _____ - ______

Home Address ______________________________City ______________ Zip Code______

Employee ID 
 Job title 
Union _______________  

King County Department/Division of Employment 


Supervisor Name 
 

Brief Summary of Duties 


Period of Employment - From 
To 


Please check the box that applies to your situation:

(
I have exceeded the term of the term-limited temporary position for which I was hired.

(
Other.

Explain why you feel that the body of work which you have been performing is ongoing, relatively stable, predictable, and half-time or more on an annualized basis and should be converted to a Career Service position.  

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I am providing the following information and attached documentation in support of my appeal (attach additional pages if needed):  
Signature 

Date


SEND APPEALS TO:
Career Service Review Committee (CSRC)


c/o Human Resources Division Director

Department of Executive Services

King County Administration Building

M.S. ADM-ES-0450

500 Fourth Avenue, Room 450

Seattle, WA  98104
See King County Code Section 3.12A.050 for appeal procedures.
TLT Performance Evaluation Template TC "TLT Performance Evaluation Template" \f C \l "3" 
	Term-limited temporary (TLT) employees are not members of the Career Service System.  TLT employees are at will employees who serve at the pleasure of the appointing authority. A TLT employee may be terminated from employment at any time with or without cause or prior notice.

For purposes of performance management, written performance feedback and performance expectations may occur annually. 

	
	

	Employee Name:  
	

	Department:  
	Division:  

	Ten Digit Position Number (if applicable):  
	

	Rating Period:  

	1

Criteria Letter
	2

Weight


	3

Rating


	4

Score

(2x3)
	Criteria and Comments

	A
	
	
	
	Accomplishment of Job Requirements:  

	B
	
	
	
	Work Relationships with Co-workers:  

	C
	
	
	
	Dependability and Reliability:  

	D
	
	
	
	Gathers and Uses Information:  

	E
	
	
	
	Job Knowledge and Technical Competence:  

	F
	
	
	
	Diversity:  

	G
	
	
	
	Work Relationships w/other Depart./Div./Clients and the Public:  

	H
	
	
	
	Imagination and Initiative in Performance of Job:  

	I
	
	
	
	Oral / Written Communication: 

	J
	
	
	
	Makes Decisions and/or Recommendations within the Scope of the Position:  

	K
	
	
	
	Meets Work Deadlines:  

	L
	
	
	
	Cost Consciousness:  

	M
	
	
	
	Quantity of Work:  

	N
	
	
	
	Safety:  

	O
	
	
	
	Supervision:  

	P
	
	
	
	Other (e.g., punctuality)

	Total
	
	
	
	Performance Score*: 
	
	* Performance Score = Total Score [Column 4] divided by Total Weight [Column 2]


Rater Comments:  

Development Program for next rating period (attach additional sheets if necessary):  

________________________________________ Date ________________

Rater’s Signature  

Employee Comments:  

________________________________________ Date ________________ 
PART III

SHORT-TERM TEMPORARY EMPLOYEES TC "Part III:  Short-Term Temporary Employees" \f C \l "1" 
A. PURPOSE TC "Purpose" \f C \l "2" 
STT employees are temporary employees who work less than half-time
 in a given rolling 12-month period.  Work that is appropriate for STTs is temporary and short-term in nature.  Work performed by STTs may include peak workloads, short-term needs, project-related or seasonal work, or backfill.  This section provides guidance on the coordinated efforts of the hiring authority and HRD for STT employees.

An STT is not a substitute for a career service employee for situations where the agency does not have or is having difficulty obtaining an FTE.  It is not appropriate to appoint a temporary employee to multiple contingent assignments while continuing to perform substantially similar work without a break in service of at least six months.  The hours limitation for temporary employees applies to the cumulative total hours worked as an STT and/or contract worker when performing substantially similar work, regardless of the employee’s movements between agencies, changes in the contract worker’s vendor agency, or whether the hours worked were as a contract worker or STT.  

For example, if an employee in a temporary Project/Program Manager III position supporting budget development is subsequently appointed to a temporary Budget Analyst II position preparing financial analysis, the positions would likely be deemed to be substantially similar.  Thus, all hours worked in both positions would county toward the hours threshold.  Conversely, an employee in the same temporary Project/Program Manager III position who is subsequently appointed to a temporary Customer Service Specialist III making program specific presentations would not likely be deemed to be doing substantially similar work.  In this situation, the hours worked in both positions would not be combined for the purposes of determining the hours threshold.
Substantial similarity of the work is based on an analysis of the general nature of the work and skills necessary for the work.  Changes in specific tasks performed or specific bodies of work performed do not create dissimilarity between the positions. 
B. ESTABLISHING AN STT TC "Establishing An STT" \f C \l "2" 
Agencies request STTs through PeopleSoft HCM 
 and HRD must approve the requests and the positions must be created prior to the agency filling the position.  The procedure for establishing an STT position is as follows:

1. Identify the Need.  The hiring authority identifies a temporary staffing need for work considering the following:

a. STTs do not perform ongoing, relatively stable and predictable bodies of work but may be utilized for peak workloads and as backfills.
b. The body of work performed by an STT has a clearly identifiable end that is naturally concluding rather than open-ended or ongoing.  The expected objective or deliverable from the position is temporary in nature.

c. If more than 910/1040 hours of work in a rolling 12-month period is anticipated, an STT is not appropriate.  For such bodies of work, a TLT position should be considered.
2. Agency Review.  Agency personnel review the STT request to ensure it is in compliance with King County Code and policy.
3. Enter the Position Request in PeopleSoft.
  The hiring authority enters the appropriate information into PeopleSoft to initiate a review of the position request by HRD.
 The request should be submitted as soon as possible and not less than two weeks prior to the requested start date.
4. HRD Review.  HRD reviews the request for approval/denial.  The HRD CCQA team reviews the request and may contact the hiring authority for additional information, if needed.

5. Create the Position.  If the position is approved by HRD, the hiring authority is notified via PeopleSoft workflow.  The request will then go to Position Control for creation of the position via PeopleSoft workflow once final approval of the request is made by the hiring authority in the approval section of the position request form.
6. Reassignment and Transitional Duty & Layoff/Recall Review.
  After approval but prior to creating the position, the hiring authority may consult with these programs for potential referral candidates to fill the position.  The following summarizes the process:

a. Agency personnel may contact RTD for a review of the STT position via email to RTD@kingcounty.gov.

b. HRD RTD reviews the position and refers any available candidates matching the requested job’s knowledge, skills, and abilities to the hiring authority.

c. Once the hiring authority receives notice of either referrals or a lack of candidates from RTD, it may proceed with its recruitment or selection of candidates for the position. 
7. Identify the Candidate.  The hiring authority identifies the candidate.  

8. Verify Hours Previously Worked.  To avoid unanticipated hours threshold violations, verify with the candidate any previous STT or contract worker assignments or hours worked for King County in the last rolling12-month period.  For information on accessing the PeopleSoft queries where you can find hours information for STT candidates, refer to the guide: http://hrd.metrokc.gov/documents/Appendix_CW_PSQuery_v8_FINAL.pdf 
9. Complete the Hire.  Once the candidate has been identified and hours worked verified, the agency may proceed with hiring the employee.

C. UPON HIRE TC "Upon Hire" \f C \l "2" 
The following must occur upon hiring an STT.

1. Determine Retirement Eligibility.  Human resources staff completes the Position Eligibility Worksheet and sends it to Benefits, Payroll and Retirement Operations to determine whether a position is eligible for participation in the Washington State retirement system. 
2. Complete Initial Hire or Promotion Pay Request Form.  The agency completes an Initial Hire or Promotion Pay Request Form if requesting pay above step 1.  The county administrative officer must approve the hiring of an employee above Step 5.
3. Send Appointment Letter and Appeal Rights.  The agency provides the employee an appointment letter,
 including appeal rights and forwards a copy of the letter and new hire paperwork to HRD.

4. Enter Employee into PeopleSoft.  The new employee must be entered into PeopleSoft on or before the employee’s first day of work.
5. Attend New Employee Orientation (NEO).  All new employees must attend the Benefits, Payroll and Retirement Operations NEO within seven days of hire.
6. Attend Training.  All new employees must attend the Workplace Harassment and Acceptable Use trainings.
7. Complete General On-Boarding.  Complete any additional paperwork and processes associated with on-boarding a new hire (Form I-9, W-4, direct deposit, etc.). 

D. COMPENSATION TC "Compensation" \f C \l "2" 
1. Initial Compensation.  All STT employees are non-exempt (hourly) employees under the FLSA regardless of their classification and therefore are overtime eligible (except physicians who receive straight-time overtime).  Upon hire, STTs are generally placed at the first step of the pay range.  It would be an unusual situation for an STT to receive an offer more than 5% above their most recent wage rate.  If an STT is rehired into a classification that they recently held at King County, their wage rate upon rehire should not increase.  Initial pay above step one requires meeting specific criteria, in accordance with King County Code 3.15.120, Pay on initial employment.

2. Step Increases and Merit Pay.  STTs are not eligible for step increases or merit pay.

3. Refilling a Vacant STT.  Vacant STT positions may be refilled when the prior employee occupying the position has terminated so long as the new employee is performing the same body of work.  Note, however, when a successor employee later fills the same STT position, analysis is required to ensure that the body of work is still appropriate for an STT (less than half-time on an annualized basis). 
4. Special Duty.  STTs may not be assigned to special duty.  If the nature of the STT work has changed since the STT was approved, a new STT request may be appropriate. 
E. EXPIRATION OF AN STT TC "Expiration of an STT" \f C \l "2"  

In cases where there is a period of work inactivity of 12 months or greater, HRD CCQA may expire the STT.  If, after expiration, the employee returns to work after a break in service of 12 months or greater, a new PeopleSoft approval is required.
F. STT POSITION MONITORING TC "STT Position Monitoring" \f C \l "2" 
Agencies should review STT usage on a regular basis to ensure that 1) hour thresholds are not exceeded for individual employees; 2) hours are not artificially limited for individual employees; and 3) STTs are not performing relatively stable, ongoing and predictable bodies of work which are half time or more.
1. STT Hour Thresholds.  Work performed by STTs should be completed in under six months or less than half time.  To monitor this requirement, the hours worked by STTs during rolling 12 month periods are reviewed to ensure total hours worked are less than half-time.  For a 35-hour standard workweek work unit, the threshold is less than 910 hours.  For a 40-hour per week unit it is less than 1040 hours.  Agencies may require lower threshold hours.
2. The threshold analysis includes all hours performing substantially similar, work for King County in a rolling 12-month period.  Distinctly different bodies of work will not be combined in determining hours for threshold purposes.  Changes in position, classification, division or agency do not necessarily create different bodies of work.  
3. Agencies are responsible for ensuring STTs do not exceed threshold hours and should implement controls to allow for internal monitoring and analysis of STT hour usage.  STTs who exceed threshold hours or are hired into TLT positions with substantially similar bodies of work must receive payment for benefits
 per code.

Part-time and temporary employees, other than probationary, provisional and term-limited temporary employees, who exceed the calendar year working hours threshold defined in this chapter shall receive compensation in lieu of leave benefits at the rate of 15% of gross pay for all hours worked, paid retroactive to the first hour of employment and for each hour worked thereafter.  . . . 
 and, in lieu of insured benefits, an amount equal to the direct cost to the county for each employee for whom insured benefits are provided, prorated to reflect the affected employee’s normal work week, for each hour worked thereafter.  Such additional compensation shall continue until termination of employment or hire into a full-time regular, part-time regular or term-limited position.  Further, employees receiving pay in lieu of insured benefits may elect to receive the medical component of the insured benefit plan, with the cost to be deducted from their gross pay; provided, that an employee who so elects shall remain in the selected plan until termination of employment, hire into a full-time regular, part-time regular, or term-limited position, or service of an appropriate notice of change or cancellation during the employee benefits annual open-enrollment.
Part-time and temporary employees, other than probationary, provisional and term-limited temporary employees, who exceed the applicable threshold will also be eligible for cash in lieu of the bus pass benefit provided to regular employees.  The value will be determined based on the average annual cost per employee as determined in the adopted budget, prorated to an hourly equivalent based on the employee’s normal work week, and will be paid retroactive to the first hour worked and for each hour worked thereafter until termination of employment or hire into a full-time regular, part-time regular, or term limited position.
KCC 3.12.040 (C)

In addition to providing benefits offsets, if an STT employee exceeds their threshold, the hiring agency must take one of the following actions:

a. Discontinue the work performed by the STT employee;
b. Reassign the work performed by the STT employee to an existing career service employee(s); or

c. Request a TLT position to perform the work, if the body of work meets the requirements for a TLT position.

4. Artificial Limitations.  Agencies shall not artificially limit the hours worked by an STT.  Bodies of work performed by STTs naturally conclude in six months or naturally require less than half-time work.  Artificial limitations violations occur when STT hours are deliberately limited solely to prevent exceeding threshold hours.  When this occurs, there is an appearance that the work is actually an ongoing, stable and predictable which may be more than half-time work.  Specific areas of analysis include:

a.
Multiple STTs performing the same body of work to prevent a single STT from exceeding threshold hours.

b.
Completing a body of work with a contract worker when an STT performing the same body of work was terminated with high hour usage.

c.
Limiting the hours worked by an STT on an ongoing basis to maintain a level of rolling 12-month hours within 200 hours below threshold.

5. Ongoing Work.  Agencies should regularly review the body of work performed by all STTs to determine whether they are performing any ongoing, relatively stable and predictable work which is half time or more, other than in a backfill capacity.  Such ongoing work should be performed by benefited employees.
G. REFERENCE DOCUMENT TC "Reference Documents" \f C \l "2" 
1. STT Appointment Letter Template, with Attached STT Body of Work Appeal Form

STT Appointment Letter Template TC "STT Appointment Letter Template with Appeal Form" \f C \l "3" 
DATE
NAME
ADDRESS
ADDRESS
Dear NAME:

Welcome to King County division.  The purpose of this letter is to confirm our offer and your acceptance of the short-term temporary (STT) position of job name (job code) in the division of the King County agency.  The effective date of your appointment is date. The work you will perform is anticipated to end no later than approved end date.  
This position reports to supervisor, title.  Your primary work location will be in the division offices located at address.  
This position’s standard workweek is 35/40 hours and normal work hours are 8:00 am to 5:00 pm, Monday through Friday.  This position is approved for no more than 910/1040 hours, which may include other work you have performed for the county in the past 12 months. This position is/is not represented by a labor union.

In this position you will summary of duties.  Specific job duties will be discussed with you upon commencement of your employment.  

You will be compensated at $rate hourly, which is Step X of Range X (King County 2009 FLSA Non-Exempt Squared Annual Salary Table).  You will be paid on a biweekly/ semi-monthly basis in the PeopleSoft/MSA payroll system, with the first pay date for the new position occurring date.  This position is an hourly position governed by the overtime provisions of the federal Fair Labor Standards Act and/or the Washington State Minimum Wage Act and is eligible for overtime pay or compensatory time accrual with prior approval.  However, you must receive approval from your supervisor before working any necessary overtime hours to meet your position responsibilities.  Refer to PER 8-2-2 (AEP) 8“Overtime Pay, Holiday Pay and Compensatory Time in Lieu of Overtime Pay for Hourly Employees as Defined by the Fair Labor Standards Act and the Washington Minimum Wage Act” (June 1, 2008) for more information on the executive policy for hourly employees. 
You are scheduled to attend a New Employee Orientation at time on date, in Room 121 of the Chinook Building, at the corner of Fifth Avenue and Jefferson Street.  Your supervisor will arrange additional training for you including the mandatory Anti-Harassment classroom and web-based Workplace Harassment training.

You are required to comply with federal government work authorization requirements.  Within the first three days of employment, you must present document(s) that identify both your identity and ability to work in the United States.  On your first day of work, you will meet with an agency human resources/payroll staff person who will provide more information. 
As an STT employee, you are an at-will temporary employee and serve at the pleasure of the hiring authority; you may be terminated from employment at any time with or without cause and without prior notice.  STT employees are not members of the county’s career service system and are not covered by the provisions governing the career service system. 

Please note the following items:

· You are ineligible for county benefits;

· You may be separated from employment prior to the completion of the projected work schedule without cause or prior notice;

· You do not attain any rights toward career service or employment;

· You are ineligible for transfer to a career service position unless you have competed in a formal selection process; and
· You are ineligible for recall or reinstatement to a career service position.
STT employees who exceed the hour threshold limit in a calendar year may file an appeal to seek conversion of their body of work to a part-time or full-time regular career service position by appeal to the Career Service Review Committee. Attached are the appeal procedures for STT employees.
Please understand that the provisions of this letter do not constitute an expressed or implied contract but rather a statement of a number of things important to you.  If you have any questions about your position or any information in this letter, please contact supervisor, title, at phone.

Congratulations on your appointment, and again, welcome to DIVISION. 

Sincerely,

HIRING AUTHORITY
Attachment

cc:
SUPERVISOR

OTHER

Personnel/Payroll file

STT BODY OF WORK 
APPEAL FORM 
(For short-term temporary employees)
Name 
Contact Phone    (____) _____ - ______

Home Address ______________________________City ______________ Zip Code______

Employee ID 
 Job title 
Union _______________  

King County Department/Division of Employment 


Supervisor Name 
Current Scheduled Hours Per Week (35/40/Other) ____ 

Brief Summary of Duties 


Period of Employment - From 
To 


Total number of hours worked as a short-term temporary and/or contract worker including overtime if applicable in the:  

	Current Year
	Previous Year

	
	


Please check the box that applies to your situation:

(
I have exceeded the calendar year working hour threshold of 910 or 1040 hours.

(
Other.

Explain why you feel that the body of work which you have been performing is ongoing, relatively stable, predictable, and half-time or more on an annualized basis and should be converted to a Career Service position.  

I am providing the following information and attached documentation in support of my appeal (attach additional pages if needed):  
Signature 

Date


SEND APPEALS TO:
Career Service Review Committee (CSRC)


c/o Human Resources Division Director

Department of Executive Services

King County Administration Building

M.S. ADM-ES-0450

500 Fourth Avenue, Room 450

Seattle, WA  98104
See King County Code Section 3.12A.050 for appeal procedures.
PART IV

CONTRACT WORKER PROGRAM AND SERVICES TC "Part IV:  Contract Worker Program and Services" \f C \l "1" 
A. PURPOSE TC "Purpose" \f C \l "2" 
Agencies may benefit from the use of contract workers to fill temporary staffing needs on a short-term basis due to illness, vacation, peak workload, or other appropriate reasons.  Depending on the work unit’s needs, the duration of assignments to fill these vacancies may range from one day to approximately six months.  

Contract workers are limited to 910 hours in a rolling 12-month period.  Contract workers in healthcare-related positions
 may work up to 1040 hours in a rolling 12-month period.  The county’s contracts with vendors impose these threshold hour limitations on the work; however, it remains the agency’s responsibility to monitor contract worker hours.  The hour limitation applies to the cumulative total of hours worked as a STT and/or contract worker on substantially similar work, regardless of movements between agencies or divisions, changes in the contract worker’s vendor agency, or whether the hours worked were as a contract worker or an STT.

Contract workers are not King County employees – they are the employee of the contract agency vendor.  The HRD CCQA team administers contract worker contracts. 

A contract worker is not a substitute for a career service employee for situations where the agency does not have or is having difficulty obtaining an FTE.  It is not appropriate to “recycle” contingent workers by appointing them to multiple contingent assignments while continuing to perform substantially similar work without a break in service.  

For example, if a contract worker Registered Nurse is conducting medical screenings in primary care clinics and subsequently works in Jail Health Services Infirmary as a Registered Nurse, the positions would likely be substantially similar.  Conversely, a contract worker in the same temporary Registered Nurse position who subsequently works as a Technical Functional Analyst for PeopleSoft systems development would likely be dissimilar.  

Substantial similarity of the work is based on an analysis of the general nature of the work and skills necessary for the work.  Changes in specific tasks performed or specific bodies of work performed do not create dissimilarity between the positions. 
This section provides guidance on the requesting and approving processes for hiring a contract worker.

B. OBTAINING APPROVAL FOR CONTRACT WORKERS TC "Obtaining Approval for Contract Workers" \f C \l "2" 
The procedure for establishing a contract worker position is as follows:

1. Identify the Need.  Consider a TLT assignment if the anticipated number of hours exceeds the threshold (910 or 1040) in a rolling 12-month period or an STT assignment for easier to fill positions or less emergent situations.  Additional information on STTs and TLTs are provided in other sections of this manual.  It is normally more cost-effective to hire a STT than a contract worker.
It is the agency’s responsibility to identify the need for a contract worker and ensure adherence to appropriate processes or to select the appropriate type of contingent worker.  The agency should consider the following when considering use of contract workers:
a. Contract workers do not perform ongoing, relatively stable and predictable bodies of work that are half-time or more. 

b. The body of work of a contract worker should have a clearly identifiable end that is naturally concluding rather than open-ended/ongoing. An aid to determining this is to define the expected objective or deliverable from the work.
c. If more than 910/1040 hours of work in a rolling 12-month period is anticipated, a contract worker is not appropriate.

2. Identify the Job Classification.  The hiring authority identifies the appropriate classification for the contract worker and submits an order to the selected vendor. 
Before placing an order for a contract worker, the agency seeking the contract worker should be aware of the vendors available and the job classifications authorized for referral by each vendor.  Each vendor has its own contract with King County which provides the job classifications and the maximum hours allowed within a rolling 12-month period.  Currently, an agency manager (not HRD) approves requisitions for contract workers.

The authorized vendor provides a contract worker on a temporary basis to the requesting agency only for the job classification approved. 

3. Transitional Duty Review.
  To obtain a contract worker, an agency supervisor telephones or emails an appropriate vendor indicating the qualifications sought, the description of the work, and the estimated duration.  Prior to contacting the vendor the following must occur:
a. Obtain the agency approval to request a contract worker;  

b. Obtain a release from the Transitional Duty (RTD) Program; and
c. RTD must review all requests prior to submittal of an order to a vendor for a referral.  To initiate a review of a request, the requesting agency contacts RTD at RTD@kingcounty.gov. 

Transitional Duty staff reviews the information submitted to compare it with the qualifications of those King County employees on the reassignment or transitional duty referral list.  Based on the experience and qualifications of those employees, Transitional Duty makes referrals when a match with the request is evident.  This referral review is, generally, determined within 24 to 48 hours from submittal.

If Transitional Duty releases the request, the agency then has permission to place an order for a contract worker with a vendor.  If Transitional Duty refers an individual for placement consideration, Transitional Duty places the request on “Referral Hold”.  A “hold” allows the agency to evaluate carefully the transitional duty and employee’s background to make a determination of the candidate’s qualifications for the job.  Although interviewing the referral is optional, doing so is recommended.

4. Vendor Call Out Order.  On multiple award contracts, county code
 requires that vendor call order be based on cost.  The initial request to obtain a contract worker need must be made to the vendor with the lowest hourly rate for each classification identified.  If the least cost vendor is unable to fill the request, the request is made to the vendor with the next lowest hourly rate for the classification and so on until the order is filled.  Agencies do not have discretion to deviate from the call order.

For example, if a contract for information technology staffing is awarded to vendors A, B and C and their hourly rates for Database Administrator – Journey are (A) $60, (B) $50 and (C) $70 respectively, the call out order for this classification would be B, A, then C.  If an agency wishes to fill a temporary staffing need with a Database Administrator – Journey, they must first contact vendor B to fill this need.  In the event vendor B cannot fill the request, the agency must contact vendor A.  The agency cannot request this classification from vendor C unless vendors B and A are unable to fill the request.
To view a matrix for the call out order by classification please click on the following link http://hrd.metrokc.gov/documents/ContractWorkerCalloutOrderv.3.1.xlsx.
5. Contact the Vendor.  The agency may make a request for contract worker personnel in person, by telephone, or by email.  Within four hours of the initial request for contract worker personnel, the vendor must acknowledge by telephone and confirm, by facsimile or email, receipt of the county’s request and that the search has begun for acceptable contract worker candidates.
The vendor shall not fill requests for classifications not listed in the vendor’s specific contract with the county.  
The vendor cannot refuse to fill an agency’s request for a contract worker based upon the duration, location, or working hours of an assignment.  The hours worked must coincide with the working hours of the requesting agency. 

If a candidate is unsuitable, the agency may request the vendor furnish additional candidates.  The vendor must do so within 24 hours.  If three candidates are unacceptable in the interview process, the agency may cancel its request making the conclusion of the contract worker order “unfilled.”  Final acceptance of a candidate is at the sole discretion of the requesting agency.
King County agencies reserve the right to interview candidates prior to any assignment to determine qualifications.  The vendor shall ensure all candidates are available for interview within 24 hours after notification by the county.  The contract worker will be available for work within 24 hours after acceptance; except on weekends, holidays and other days county offices are closed.

Agencies verbally notify vendors of a selection of a candidate and confirm by facsimile or email stating the date, time, location, and name of the individual to whom the candidate shall report for assignment.
6. Enter the Assignment into PeopleSoft HCM.  A comprehensive user guide can be accessed at:  http://hrd.metrokc.gov/documents/Appendix_CW_CON_v4_FINAL.pdf.  This guide provides the information needed to gain access to the Contract Worker module in PeopleSoft and step-by-step instructions on how to create records for both assignments and new contract workers.
7. Track Hours.  Hours tracking (maintaining a current record of hours worked by a contract worker in an assignment) is described in detail in the manual referenced in item 6 above.  Daily hours are to be entered into the PeopleSoft HCM Contract Worker module on a weekly basis.  The above-reference manual steps you through the process.
8. Monthly Hours Reconciliation.  Every month, vendors provide HRD with their records of hours worked by their employees at King County.  That information is compared to data entered by the department so that an accurate accounting of hours worked by contract workers can be maintained.  This process is critical to ensure that contract workers do not exceed their hours threshold.
Tasks associated with the monthly hours reconciliation process can be found in the manual referenced in item 6 above.
C. ADMINISTRATION OF CONTRACT WORKERS TC "Administration of Contract Workers" \f C \l "2" 
HRD, together with Finance and Business Operations Division’s procurement section, administers all contracts where contract workers are provided.  Agencies are responsible for monitoring and managing job performance of contract workers.  Contract workers are not county employees and their services for the county may be terminated at any time.  As the administrator of vendor contracts, HRD should be informed of performance issues involving contract workers or contract agency personnel.
It is the intent of King County that contract workers are aware of and have copies of operational policies (http://www.kingcounty.gov/operations/policies/masterlist.aspx).  Per contract, vendors ensure that contract workers subscribe and adhere to all King County policies including, but not limited to:

· King County Code of Ethics 3.04 (King County Ordinance 9704)

· Executive Policy on Nondiscrimination and Anti-Harassment PER 22-3-3 (AEP)

· Executive Policy on Workplace Violence Prevention (King County PER 18-8 (AEP)

· Chemical Dependence and Impairment Policy (King County PER 15-1 (AEP)

· Public Disclosure Request Policy (King County INF 17-2-2 (AEP)

The vendor is responsible for providing contract workers with copies of these polices.

D. COMPENSATION TC "Compensation" \f C \l "2" 
Because contract workers are the employees of their vendor agency not King County, they are compensated by their vendor agency and the county pays the agency per contract.  The contract establishes the hourly rate of pay as listed in the Term Contract Log at http://www.kingcounty.gov/operations/procurement/Services/~/media/operations/procurement/documents/term_contract_log.ashx .  Contracts are listed in alphabetical order by vendor name accompanied by a purchase order number and are regularly updated.  Contract workers do not receive annual or periodic performance evaluations; they do not receive annual or periodic step increases, and they are ineligible for merit pay.
King County will pay overtime at the rate of 1.5 times the contract worker’s hourly rate for all hours worked in King County in excess of 40-hours per week.  A request for a contract worker to work overtime must be approved in advance by authorized county personnel.

King County agencies will not pay any additional expense unless specifically provided for under the contract with the agency such as travel, lodging, food and parking.

E. CONTRACT WORKER POSITION MONITORING TC "Contract Worker Position Monitoring" \f C \l "2" 
Responsibility for monitoring contract worker hours and performance is shared by HRD, the vendor, and the agency. 

1. HRD Responsibilities.  HRD CCQA is responsible for the following:
a. Monitor the vendor’s performance and the quality of the vendor’s temporary personnel, based upon feedback from agencies.
b. Collect vendor usage reports showing a summary of the assignment and the hours worked on a monthly and annual basis.  

c. Facilitate annual reconciliation of vendor agency and agency contract worker hours as part of the annual Body of Work Review.

2. Vendor Responsibilities.  Vendor agencies are responsible for the following:
a. As the contract workers’ employer, the vendor hires, pays, terminates the contract worker and performs other such similar functions of an employer.

b. Maintenance of each worker’s assignment with the county and monitor hours worked. In no instance should the vendor allow a contract worker on assignment at King County to exceed 910 work hours of work for non-medical positions and 1040 hours of work for medical positions in a rolling 12-month period. 

c. Report on each worker’s assignment with the county and monitor hours worked upon request by the county.

d. When the worker is within 200 hours and again at 100 hours of reaching the hours’ threshold, the vendor notifies their contract worker, the county supervisor, and the designated HRD representative.  

e. Notification in writing to their contract worker, the county supervisor, and the designated HRD representative is required when terminating an assignment due to contract expiration.  

3. King County Agency Responsibilities.  Agencies are responsible for the following:

a. On a weekly basis, recording contract worker assignments and hours in the Contract  Worker System module of PeopleSoft.

b. Ensuring that contract workers do not exceed the hours threshold.
c. Reconciling  agency hours with hours reported by vendors on a monthly basis for 
Body of Work Review.  HRD will facilitate this process.
d. Communicating vendor performance issues to HRD.
F. COUNTY EMPLOYEES MAY NOT ALSO WORK FOR THE COUNTY AS A CONTRACT WORKER TC "County Employees May Not Also Work For The County as a Contract Worker" \f C \l "2"  

County employees may not also work as a contract worker performing services for the county.

PART VIII
APPEALING A BODY OF WORK DESIGNATION TC "Part VIII:  Appealing a Body of Work Designation" \f C \l "1" 
A. PURPOSE TC "Purpose" \f C \l "2" 
In certain cases, an STT or TLT may appeal for conversion of their position to career service.  Appeals for career service position conversion are controlled by county code
 and are reviewed by the Career Service Review Committee (CSRC).  This section sets forth the procedures for conducting the appeal process.

B. WHEN APPLICABLE TC "When Applicable" \f C \l "2" 
Contingent workers may appeal for conversion of their position to regular career service in the following instances:

1. STT Exceeding Threshold Hours.  STT employees who exceed their working hour threshold
 may appeal to seek conversion of the body of work they perform to a career service position.  
2. TLT Exceeding End Dates.  TLT employees who exceed the term of their position may appeal to seek conversion of the body of work they perform to a career service position.  
C. APPEAL PROCEDURES TC "Appeal Procedures" \f C \l "2" 
Upon hire, all newly-hired STTs and TLTs must be notified of their career service appeal rights.  Notification is typically sent to the employee in the appointment letter with the Worker Appeal Procedures Notification and Contingent Worker Body of Work Appeal Form, attached.

If an agency receives notice of a pending appeal, consult HRD and/or the Prosecuting Attorney promptly.

Should the employee choose to appeal, the process is generally as follows: 
1. Employee Files the Appeal.  Appeals may be filed by completing and sending the Contingent Worker Body of Work Appeal Form to the CSRC via HRD Director, Department of Executive Services, King County Administration Building, 500 Fourth Avenue, Seattle, WA 98104.
2. Notice of Appeal to Agency and CSRC.  HRD provides a copy of the appeal to the affected agency and to members of the CSRC.
3. Agency Response.  The agency may present a response to the appeal.  The agency must submit a response to the CSRC, with a copy to the employee, within 10 business days of receiving the appeal.
4. Employee Rebuttal.  The employee may present a rebuttal to the agency’s response.  If rebutting, the employee must submit a response to the CSRC, with a copy to the agency, within 10 business days of receiving the agency’s response.
5. CSRC Determination.  The CSRC will provide a written decision on the employee’s appeal within 45 days of receipt of the employee’s request.  
6. Determinations.  For STT appeals, the CSRC may find that the STT remain a temporary position; be placed in a career service position as a provisional appointee
; be placed in a TLT position; or that the work must cease.  For TLT appeals, the CSRC may find that the TLT remain a TLT; be placed in a career service position without the requirement to serve a probationary period; or that the work must cease.
7. Appeals of CSRC Determinations.  The employee may appeal the CSRC findings to a hearing examiner or arbitrator within 10 days of the date of receipt of the CSRC decision.
D. REFERENCE DOCUMENTS TC "Reference Documents" \f C \l "2" 
1. TLT Body of Work Appeal Form
2. STT Body of Work Appeal Form

TLT BODY OF WORK
APPEAL FORM TC "TLT Body Of Work Appeal Form" \f C \l "3" 
(For term-limited temporary employees)
Name 
Contact Phone    (____) _____ - ______

Home Address ______________________________City ______________ Zip Code______

Employee ID 
 Job title 
Union _______________  

King County Department/Division of Employment 


Supervisor Name 
 

Brief Summary of Duties 


Period of Employment - From 
To 


Please check the box that applies to your situation:

(
I have exceeded the term of the term-limited temporary position for which I was hired.

(
Other.

Explain why you feel that the body of work which you have been performing is ongoing, relatively stable, predictable, and half-time or more on an annualized basis and should be converted to a Career Service position.  

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I am providing the following information and attached documentation in support of my appeal (attach additional pages if needed):  
Signature 

Date


SEND APPEALS TO:
Career Service Review Committee (CSRC)


c/o Human Resources Division Director

Department of Executive Services

King County Administration Building

M.S. ADM-ES-0450

500 Fourth Avenue, Room 450

Seattle, WA  98104
See King County Code Section 3.12A.050 for appeal procedures.

STT BODY OF WORK APPEAL FORM TC "STT Body Of Work Appeal Form" \f C \l "3" 
(For short-term temporary employees)
Name 
Contact Phone    (____) _____ - ______

Home Address ______________________________City ______________ Zip Code______

Employee ID 
 Job title 
Union _______________  

King County Department/Division of Employment 


Supervisor Name 
Current Scheduled Hours Per Week (35/40/Other) ____ 

Brief Summary of Duties 


Period of Employment - From 
To 


Total number of hours worked as a short-term temporary and/or contract worker including overtime if applicable in the:  

	Current Year
	Previous Year

	
	


Please check the box that applies to your situation:

(
I have exceeded the calendar year working hour threshold of 910 or 1040 hours.

(
Other.

Explain why you feel that the body of work which you have been performing is ongoing, relatively stable, predictable, and half-time or more on an annualized basis and should be converted to a Career Service position.  

I am providing the following information and attached documentation in support of my appeal (attach additional pages if needed):  
Signature 

Date


SEND APPEALS TO:
Career Service Review Committee (CSRC)


c/o Human Resources Division Director

Department of Executive Services

King County Administration Building

M.S. ADM-ES-0450

500 Fourth Avenue Room 450

Seattle, WA  98104
See King County Code Section 3.12A.050 for appeal procedures.

PART IX
CONTINGENT WORKER BENEFITS OFFSET TC "Part IX:  Contingent Worker Benefits Offset (Back Benefits)" \f C \l "1" 
(Back Benefits)
A. PURPOSE TC "Purpose" \f C \l "2" 
When an STT exceeds the applicable hourly threshold (910/1040 hours in a rolling twelve month period), the STT receives compensation in lieu of benefits as set for the in KCC 3.12.040(C).  This is often referred to as back benefits.  Similarly, when an employee is working in a position which is not benefitted that should have been classified as a TLT, retroactive compensation for benefits is paid.  This section provides guidance on determining eligibility and affecting benefits offsets payments resulting from these employment changes. 
Agencies may not limit the hours an STT employee works solely to prevent the employee from exceeding threshold hours while the body of work continues. This is known as an artificial limitation (see Part III, Short-Term Temporary Employees in this manual).

B. WHEN APPLICABLE TC "When Applicable" \f C \l "2" 
The following situations may give rise to the payment of benefits offsets:

1. STT to TLT.  STT hired into a TLT position while continuing to perform substantially similar work without a sufficient break in service (less than six months).
2. TLT to STT.  TLT hired into an STT position while continuing to perform substantially similar work without a sufficient break in service (less than six months).
Note:  when this occurs, the agency must convert the position to a benefited position or terminate the work.  The STT work may not continue.  The work may be reviewed for a determination if it should be performed by a TLT or by a career service employee.
3. Exceeding Hour Threshold.  Hours worked as an STT exceeded threshold hours in a rolling 12-month period.
Note:  when this occurs, the agency must convert the position to a benefited position or terminate the work.  The STT work may not continue.  The work may be reviewed for a determination if it should be performed by a TLT or by a career service employee.
Benefits offsets do not apply in the following instances:
1. Dissimilar Work.  Employment changes between two temporary positions performing substantially dissimilar work will not create benefits offset liability.  Similarly, positions performing substantially dissimilar work will not be combined for calculation of hour threshold violations.
2. Break in Service.  Employment changes with interim breaks in service of six months or greater will not create benefits offset liability.  However, a break in service will not remove benefits offsets liability for exceeding threshold hours in a rolling 12-month period.
C. BENEFITS OFFSETS APPLICATION TC "Benefits Offsets Application" \f C \l "2" 
Benefits offsets include payments in lieu of the following benefits:

1. Leave Benefits.  Compensation in lieu of leave benefits at the rate of 15% of gross pay for all hours worked without a break in service of six months or more, paid retroactive to the first hour of employment for each hour worked thereafter.  
2. Insured Benefits.  Compensation in lieu of leave benefits an amount equal to the direct cost of insured benefits for all hours worked without a break in service of six months or more, paid retroactive to the first hour of employment for each hour worked thereafter.  
3. Bus Pass.  Cash in lieu of the bus pass benefit, calculated from the first hour and for each hour thereafter.
(The code also references a one-time only payment in the amount equal to three months of insured benefits but this provision is no longer applicable – that was implemented when the county had a three month waiting period to obtain insured benefits, which is no longer the case.)  

To determine the total cost of benefits, agencies must complete an STT to TLT Benefit Cost Worksheet.
  The following steps must be taken when applying the benefits offsets.

1. The agency determines eligibility.

2. The agency calculates the benefit retroactively by entering the following into Benefits, Payroll and Retirement Operations STT to TLT Benefit Cost Worksheet:

a. hours worked (which may, depending upon the circumstances include hours worked as a contract worker); 

b. benefit-eligible months worked; and 

c. any appropriate floating holiday and other holiday vacation adjustments.

This form, an Excel document, will automatically calculate benefits offsets due to the employee.  Questions are referred to King County Benefits, Benefits, Payroll and Retirement Operations at 206-684-1556.
3. The department/agency saves the form and routes it to the Department Human Resource Service Delivery Manager II (HR SDM II) for review.  
4. The HR SDM II reviews the form and approves it by typing the approver’s name in the Dept HR SDM signature line.  The HR SDM II saves the form and sends the saved form to CCQA@kingcounty.gov for review.
5. CCQA reviews and approves the form and then forwards it to Benefits, Payroll and Retirement Operations for review.  
6. Benefits, Payroll and Retirement Operations reviews and approves the form and forwards it to the Retirement Section.  
7. The Retirement Section reviews and approves the form and then forwards it to Central Payroll for review and processing.
D. REFERENCE DOCUMENTS TC "Reference Documents" \f C \l "2" 
1. Benefits Eligibility and Reimbursement Matrix

2. Contingent Worker Benefits Offsets Worksheet (Back Benefits)
	Benefits Eligibility and Reimbursement Matrix TC "Benefits Eligibility and Reimbursement Matrix" \f C \l "3" *

	Event
	Vacation Leave
	Holiday
	Sick Leave
	Begin Date
	Flex Benefits

	STT to TLT
 when the body of work is the same or substantially similar
	One time payment Per results of completed “Back Benefit Calculation and Approval Form”
	One time payment Per results of completed “Back Benefit Calculation and Approval Form”
	One time payment Per results of completed “Back Benefit Calculation and Approval Form”
	Date the body of work started as a STT
	One time payment Per results of completed “Back Benefit Calculation and Approval Form”

	Contract Worker/STT to Regular FTE
 
	Begins with date of Regular FTE assignment
	Begins with date of Regular FTE assignment
	Begins with date of Regular FTE assignment
	Date of Regular FTE assignment
	Eligibility begins with date of Regular FTE assignment


	Contract Worker to STT or STT to Contract Worker
	None
	None
	None
	Hours are computed from first start date as STT or Contract Worker and the combined hours cannot exceed the applicable 910/1040 hours allowed for the category (Contract Worker or STT) 
	None

	TLT to Regular FTE
    
	Vacation accrual rate continues from TLT assignment date
	Continue to receive holiday benefits
	Sick leave continues
	Start date is the date of Regular FTE assignment; Adjusted Service Date includes service as TLT
	Benefits continue


* Excludes situations where employee had a break in service of six months or more.

 TC "Back Benefit Calculation and Approval Form" \f C \l "3" [image: image2.png]Back Benefit Calculation and Approval Form
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Instructions:

1. Department HR or payroll representative completes section 1, idertifying the reason for back benefit offset payment and providing historical
position information

Department HR or payroll epresentative corpletes section 2, providing hours worked as an STT in the month and year chart

Department HR of payroll epresentative corpletes yellow shaded cells in section3 to estimate benefits due.

Al yellow shaded cels are to be completed by the department, gray cells are automatically calculated

Signature of department HR Service Delivery Manager, in Section 4, is required prior to subritting via email to HRD Operations for processing.
Section 4 requites appropriate signatures as form is proce ssed

Section 1 Reason for Back Benefits

Please sele ct the reason back benefits are due and provide the employee’s employrent history. For additional information regarding determination of
when back benefits are appropriate, please see the Contingent Worker Manual
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Back Benefit Calculation and Approval Form
STT / Contract Worker Hours Worked

Enter the total number of hours the emplovee worked as an STT or contract worker in the appropriate vear row and month colurmn.

For Exceeding STT Threshold Hours (1040 hours or more in a rolling twelve month period in a 40 hour per week work group, 910 or
more in a 35 hour work group): Cornpensation i lieu of leave benefits is due for all hours worked retroactive to the first hour of
ermployment. Prior service is included unless the hours are seperated from the threshold violation by a six month break in service with no
work performed . See the Contingent Worker Manual for ad diional quidance on determining whether hours should be included in back
benefit calculation

For STT to TLT and TLT to STT: Leave benefts (STT to TLT) or cormpensation in lieu of benefits (TLT to STT) is due for all hours worked
retroactive to the first hour of employment. Prior service is included unless the hours are separated from the threshold violation by a six
onth break i service with no work perforrmed between the STT haurs and conversion to o from the TLT position
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Section 3

Department Benefit Offset Est

ima

n

1. Enter the total gross earmings as an STT for each year i the "Gross Pay for Hours Worked” column in the appropriate row.

2. The payment inlieu of leave benefis is 15% of gross pay as provided in KCC 3.12.040

STT Bus Insurance Benefit
Hours  Grass Pay for Hours Leave Benefit Offset SUBSI®Y  (uanets costs provatnd ned on
Worked Worked Payment Due normal otk weel)
2007] i G000 000
2008 i ] 000
2009) i 000000 0.00
2010) i 000000 000 Total Payment Due
Totals i 000 000000 000 0.00
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APPENDICES TC "Appendices" \f C \l "1" 
APPENDIX A:
Definitions TC "Appendix A:  Definitions" \f C \l "2" 
Administrative Interns:  
employees who are also full-time students during the regular school year enrolled in a program of education, internship or apprenticeship.  All administrative internships in the executive agencies shall be approved by the HRD director.  Administrative Interns are exempt from the Career Service System under Section 550 of the King County Charter and are at-will employees. 
(KCC 3.12.010 (A))
Annual Body of Work (BOW) Review:  

(t)he executive shall conduct an annual review as described herein.  By March 1 of each year, beginning March 1, 1999, each executive agency and administrative office shall prepare and submit to the committee a comprehensive report documenting its use of part-time and temporary employees, other than probationary and provisional employees, in the preceding calendar year.  Within 60 days of submission of the above reports, the committee shall make a factual determination as to whether an ongoing, relatively stable and predictable body of work on an annualized basis has been identified.  If the committee determines that such a body of work exists, the committee may recommend:  (1) the creation of any new part-time or full-time regular career service position(s); or (2) the filling of an existing vacant career service position in which the work is being performed by a temporary or part-time employee(s); or (3) the creation of a term-limited temporary employee position; or (4) the cessation of the work.  If the committee identifies such a body of work, but the committee does not make any of the recommendations described above, the agency must discontinue the use of part-time or temporary employees to perform that work.  If the committee recommends creation of a regular career service position, but the executive does not recommend or the council does not create such a position, the agency shall discontinue performance of the pertinent body of work by temporary or part-time employees.  Any regular career service position created as a result of this process will be filled by a competitive hiring process.  The reports of each agency and of the committee and the records of their proceedings shall be considered disclosable public records and shall also be made available to the council upon request.  
(KCC 3.12A.030)

Artificial Limitation:  artificial limitations violations occur when STTs hours are deliberately limited solely to prevent exceeding threshold hours (910/1040 in a rolling 12 month period).  Specific problematic issues include:

a.
Multiple STTs performing the same body of work to prevent a single STT from exceeding threshold hours.

b.
Completing a body of work with a TLT or contract worker when an STT performing the same body of work was terminated with high hour usage.

c.
Limiting the hours worked by an STT on an ongoing basis to maintain a level of rolling 12-month hours below threshold.

Back-to-Back:  multiple unique temporary employment assignments, at least one of which is a contingent worker assignment, separated by a break in service of less than six months.  Such multiple assignments are back-to-back regardless of changes in department, division, employee type or classification.  These situations may create benefits offsets liability if the work is substantially similar.  For example: an employee who worked as a Human Resources Analyst TLT in DES and, four months after the TLT concludes, is hired as an Administrative Assistant STT in Elections is said to have worked back-to-back assignments.  

Benefits-Eligible:  Full-time regular, part-time regular, provisional, probationary and term-limited temporary employees shall receive the leave benefits.  Full-time regular, part-time regular, provisional, probationary and term-limited temporary employees shall be eligible for medical, dental, life, disability, and vision benefits, except in those instances where contrary provisions have been agreed to in the collective bargaining process and to the extent such benefits are available through insurers selected by the county.
Career Service Position:
all positions in the county service except for those designated otherwise by Section 550 of the King County Charter, as follows:

…all positions in the county service except for those which are designated by Section 550 of the charter as follows: All elected officers; the county auditor, the clerk and all other employees of the county council; the county administrative officer; the chief officer of each executive department and administrative office; the members of all boards and commissions; administrative assistants for the executive and one administrative assistant each for the county administrative officer, the county auditor, the county assessor, the chief officer of each executive department  and administrative office and for each board and commission; a chief deputy for the county assessor; one confidential secretary each for the executive, the chief officer of each executive department and administrative office, and for  each administrative assistant specified herein; all employees of those officers who are exempted from the provisions of this chapter by the state constitution; persons employed in a professional or scientific capacity to conduct a special inquiry, investigation or examination; part-time and temporary employees; administrative interns; election precinct officials; all persons serving the county without compensation; physicians; surgeons; dentists; medical interns; and student nurses and inmates employed by county hospitals, tuberculosis sanitariums and health departments of the county.

Divisions in executive departments and administrative offices as determined by the county council shall be considered to be executive departments for the purpose of determining the applicability of Section 550 of the charter.

All part-time employees shall be exempted from career service membership except, all part-time employees employed at least half time or more, as defined by ordinance, shall be members of the career service.

(KCC 3.12.010(G))
Career Service Review Committee (CSRC):  

…the career service review committee which shall consist of the following three permanent members:  the county executive or his or her designee; the chief officer of the office of budget or successor organizational unit, or his or her designee; and the manager of the human resources management division or successor organizational unit, or his or her designee; and one member representing the agency whose body of work and/or employees are then under review.

(KCC 3.12A.020)  

Contingent Worker:  a temporary worker who is not a regular, provisional, probationary or appointed King County employee.  King County has six types of contingent workers:

· Term-Limited Temporary Employees

· Short-Term Temporary Employees 

· Contract Workers Non-Employees 

· Administrative Interns Employees 
· Volunteer Interns
· Work Study Students

Contract Worker:  the King County Procurement Office establishes contracts with employment agencies which are administered by HRD for the provision of contract workers.  Workers hired under these contracts furnish temporary personnel support, on a short-term basis, as requested by King County agencies. The duration of assignments to fill these vacancies may range from one day to approximately six months.  Contract workers are limited to working no more than 910 hours (1040 hours for health care positions) in any rolling 12-month period, regardless of changes in assignments or agencies.  
Intermittent Employees:
career service employees budgeted as fractional full-time equivalents (FTEs) for the number of months such employment represents for the season.  The season lasts for at least six months but less than twelve months.  For example, full-time employment of nine months each calendar year would be a 0.75 FTE.  
(HR Bulletin No. 2008-0010)
Regular Position:  
a position established in the county budget and identified within a budgetary unit’s authorized full time equivalent (FTE) level as set out in the budget detail report.
(KCC 3.12.010(BBB))
Short-Term Temporary Employees:  
employees who generally work less than less than 6 months, and in any rolling 12 month period work less than910 hours in work unit with a 35 hour workweek, or 1040 hours in a work unit with a 40 hour work week.  The 910/1040 hours threshold applies to the cumulative total of time worked as a [STT] employee [or contract worker], regardless of movements between departments or divisions [when substantially similar work is performed].

(PG Section 22(S); bracketed inserts supplied)
Temporary Position: 
a position which is not a regular position as defined in this chapter and excludes administrative intern.  Temporary positions include both term-limited temporary positions as defined in this chapter and short-term (normally less than six months) temporary positions …” 
(KCC 3.12.010 FFF)
Term-Limited Temporary Position:  a temporary position with work related to a specific grant, capital improvement project, information systems technology project or other non-routine, substantial body of work, for a period greater than six months. In determining whether a body of work is appropriate for a term-limited temporary position, the appointing authority will consider the following: 
Grant-funded projects: These positions will involve projects or activities that are funded by special grants for a specific time or activity. These grants are not regularly available to or their receipt predictable by the county;
Information systems technology projects: These positions will be needed to plan and implement new information systems projects for the county. Term-limited temporary positions may not be used for on-going maintenance of systems that have been implemented; 

Capital improvement projects: These positions will involve the management of major capital improvement projects. Term-limited temporary positions may not be used for on-going management of buildings or facilities once they have been built; 
Miscellaneous projects: Other significant and substantial bodies of work may be appropriate for term-limited temporary positions. These bodies of work must be either non-routine projects for the agency or related to the initiation or cessation of a county function, project or agency; 

Seasonal positions: These are positions with work for more than six consecutive months, half-time or more, with total hours of at least nine hundred ten in a calendar year in a work unit in which a thirty-five hour work week is standard or at least one thousand forty hours in a calendar year in a work unit in which a forty hour work week is standard, that due to the nature of the work have predictable periods of inactivity exceeding one month. Where the standard work week falls between thirty-five and forty hours, the manager, in consultation with the agency, is responsible for determining what hour threshold will apply; and 

Temporary placement in regular positions: These are positions used to backfill regular positions for six months or more due to a career service employee’s absence such as extended leave or assignment on any of the foregoing time-limited projects. 
(KCC 3.12.010 (HHH(6)))

Term-Limited Temporary Employee TLT employees
 are employed in a term-limited temporary position. Term-limited temporary employees are not members of the career service.  
…a temporary employee who is employed in a term-limited temporary position.  Term-limited temporary employees are not members of the career service.

Term-limited temporary employees may not be employed in term-limited temporary positions longer than three years beyond the date of hire, except that for grant-funded projects, capital improvement projects, and information systems technology projects, the maximum period may be extended up to five years upon approval of the manager.  The manager shall maintain a current list of all term-limited temporary employees by department.
(KCC 3.12.010 (GGG))

Volunteer Interns: 
volunteers who are also enrolled full-time during the regular school year in a program of education, internship or apprenticeship who are receiving scholastic credit or scholastic recognition for participation in the internship.
(KCC 3.12.010 (JJJ))
Work Study Students:
a student enrolled or accepted for enrollment at a post-secondary institution who, according to a system of need analysis is approved by the higher education coordinating board, demonstrates a financial inability, either parental, familial or personal, to bear the total cost of education for any semester or quarter.
(KCC 3.12.010 (KKK))
APPENDIX B TC "Appendix B: User Guide for Contingent Worker Queries (Link)" \f C \l "2"  (Link:  Ctrl-Click to open): User Guide for Contingent Worker Queries. (All of the queries are documented here.)

APPENDIX C (Link:  Ctrl-Click to open): User Guide for Contract Worker Pages and Processes TC "Appendix C: User Guide for Contract Worker Pages and Processes (Link)" \f C \l "2" 
APPENDIX D (Link:  Ctrl-Click to open): User Guide for Requesting Contingent Workers TC "AppendiX D: User Guide for Requesting Contingent Workers (Link)" \f C \l "2"  (Summary document outlining how to request TLTs, STTs, INTs, Work Study, WEX.) 
� The code also references a one-time only payment in the amount equal to three months of insured benefits but this provision is no longer applicable – that was implemented when the county had a three month waiting period to obtain insured benefits, which is no longer the case.  This provision is no longer applicable – that was implemented when the county had a three month waiting period to obtain insured benefits, which is no longer the case.  


� The PeopleSoft HCM User Guide is located in the Appendices Section of this manual.


� If a seasonal employee is required for more than three years, an intermittent regular employee should be considered.


� The hiring authority should secure all internal agency approvals prior to this step.


� Please refer to the Position Purpose and Position Details section of the CMS Reference Guide and �HYPERLINK "http://kcweb.metrokc.gov/des/abt/change/TrainingDoc/PS%20v9.0%20PMRO%20User%20Guide_March%202010_v1.pdf"�PeopleSoft v9.0 Position Management (Request Originators) User Guide� for specific details on how to enter position purpose and detail information.


� Some unions have not bargained the transitional duty policy; therefore, employees in certain bargaining units may not be participating in this program.  Contact the appropriate Labor Negotiator or agency Human Resources Service Delivery Manager for application to represented positions.


� Hourly and salaried TLT Appointment Letter Templates are located at the end of this section.


� The TLT Appraisal Evaluation Template is located at the end of this section.


� Less than 910 hours for an agency with a 35-hour workweek; less than 1040 hours for an agency with a 40 hour workweek.  Agencies may impose hours limitations less than the 910/1040 limitations.


� The PeopleSoft HCM Department User Guide is located in the Appendices Section of this manual.


� The hiring authority should secure all internal departmental approvals prior to this step.


� The PeopleSoft Department User’s Guide is located in the Appendices Section of this manual.


� Some unions bargain the transitional duty policy; therefore, employees in certain bargaining units may not be participating in this program. Contact the appropriate labor negotiator or Human Resources Service Delivery Manager for application to represented positions.


� An STT Appointment Letter Template is located at the end of this section.


� See Section IX for information on contingent worker conversions and benefits.


� The code also references a one-time only payment in the amount equal to three months of insured benefits but this provision is no longer applicable – that was implemented when the county had a three month waiting period to obtain insured benefits, which is no longer the case.  


� Advanced Registered Nurse Practitioner; Advanced Registered Nurse Practitioner – Jail; Licensed Practical Nurse; Licensed Practical Nurse – Jail; Public Health Nurse; Public Health Nurse – Jail; Registered Nurse; Registered Nurse – Jail; Medical Assistant; Health Care Assistant; Pharmacist; Pharmacy Technician; Psychiatric Evaluation Specialist; Dentist; Dental Hygienist; Dental Assistant; Staff Physician; Senior Staff Physician; Jail Health Physician; and Medical Technologist.





� Some unions bargain the transitional duty policy; therefore, employees in certain bargaining units may not be participating in this program. Contact the appropriate labor negotiator or Human Resources Service Delivery Manager for application to represented positions.


� King County Code 4.16.090.


� The PeopleSoft Department User’s Guide is located in the Appendices Section of this manual.


� See KCC 3.12A.050 – Appeal Procedure; also referenced in the code section of this manual.


� STT positions are those in which a temporary employee works less than 910 hours in a rolling 12 months in a work unit in which a 35-hour work week is standard or less than 1040 hours in a rolling 12 months in a work unit in which a 40-hour work week is standard.


� As with any career service position, a competitive recruitment for the position would be conducted and the appellant may apply.


� A Contingent Worker Benefit Cost Worksheet is available here (ctrl-clickable link) � HYPERLINK "http://hrd.metrokc.gov/CWMANUAL/documents/BackBenefitCalculationForm020911v.3.xls" �http://hrd.metrokc.gov/CWMANUAL/documents/BackBenefitCalculationForm020911v.3.xls�,  and a sample form is included at the end of this section. 


� When converting to a TLT or regular FTE, the Position Eligibility Worksheet (PEW) must be submitted to Benefits, Payroll and Retirement Operations inclusive of the dates as a temporary for determination of PERS eligibility when the body of work is the same or substantially similar.


� Can be either career service or career service exempt.


� First calendar day of the month following the month hired unless hired on the first calendar day of the month, then the date of hire.


� Assumes no break in service.


� Local 587 collective bargaining agreement refers to these employees as Special Project Temporary.
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