Completing the Request to Approve Employment of DRS Retiree Form
Instructions for Completing the Form Electronically

This form is designed to be completed in Microsoft Word using the form completion feature.  Use the tab key to move from field to field to enter the requested information.  If you need to revise text that you have entered you can use your mouse to position your cursor in the field that you need to change.

The individual preparing the form follows these steps: 

1. Save the downloaded form to a location where you can find it, if necessary.

2. If the cursor is not already in the first form field, place it there and enter the requested information.

3. Use the tab key to move to the next form field. 

4. Upon completion of each field, use the tab key to move to the next form field until all of the relevant electronic fields have been completed.
5. Save the form to a directory where you can access it.

6. Print and sign the form.
7. Obtain Supervisor and Administrator signatures as necessary.
8. Route or process the form as required.

If you have questions about completing this form, please contact your Human Resources Operations office for assistance.
Please report any technical problems accessing or completing this form to uwhr@uw.edu.

Distribution: 
Department: Send original with both department signatures to appropriate Employment Specialist. 

Employment Specialist: Review form for completeness and memo for appropriate justification. Forward to Executive Office. 

Executive Office: 

1. Send copy to Benefits Office, Box 359556 for verification of retirement data before Executive signature. 

2. After receiving Benefits Office approval and subsequent Executive signature, send original back to the Employment Specialist and retain a copy for your records. 

Request to Approve Employment of DRS (PERS, TRS, SERS, LEOFF, WSPRS) Retiree Instructions

General Information

Reemployment of a former state employee who was retired under a DRS retirement plan is subject to the provisions of the Washington State Retiree Employment policy and DRS regulations. Any such appointments are subject to a compliance audit by the DRS or the State Auditor with strict penalties for failure to comply.

This form must be completed and processed BEFORE there is a job offer made to a retiree-candidate. 

This form is designed to be completed on a computer using Microsoft Word. Use the Tab key to move from field-to-field to enter the information. Once completed, print the form and route as directed below.

Definitions

Administrator, chair, or dean: The individual who is ultimately responsible for the department’s policies.

Employing department: The department with the vacancy being filled.

Hiring official: The manager making the employment decision for the vacancy.

DRS: Department of Retirement Systems. The state agency responsible for PERS, TRS, SERS, LEOFF, and WSPRS retirement plans.

PERS: Public Employees’ Retirement System (PERS 1, PERS 2, or PERS 3)

TRS: Teachers’ Retirement System (TRS 1, TRS 2, or TRS 3)

SERS: School Employees’ Retirement System (SERS 2 or SERS 3)

LEOFF: Law Enforcement Officers’ and Fire Fighters’ (LEOFF 1 or LEOFF 2)

WSPRS: Washington State Patrol Retirement System (WSPRS 1 or WSPRS 2)

Justification Memo

When requesting to hire a DRS retiree into any position, there must be a memo explaining why the retiree-candidate should be the successful candidate. The memo must:

· be on departmental letterhead,

· be signed by the dean, chair, or administrator, 

· be specific about the retiree-candidate’s qualifications relative to the position’s requirements, and,

· compare the retiree-candidate’s qualifications to the other interviewed candidate (for permanent positions only).

The employing manager must also be prepared to supply all documents related to the appointment upon request.

Routing

1. Original form with appropriate signatures AND memo is sent to the appropriate Employment Specialist.

2. Upon review for completeness and justification, the Employment specialist will forward the form and memo to the appropriate Executive Office

3. The Executive Office sends a copy of the form and memo to the Benefits Office (Box 359556) for review.

4. After receiving Benefits Office approval, the Executive Officer signs the original, keeping a copy for that office’s records.

5. The Executive Office returns the original form and memo to the Employment Specialist.

6. The Employment Specialist then distributes as follows:

 FORMCHECKBOX 
 Original form and memo to the Benefits Office

 FORMCHECKBOX 
 Copy of form and memo to employing department

 FORMCHECKBOX 
 Copy of form and memo for Employment Specialist’s records

All successful DRS retiree candidates must complete and return the following forms to the Benefits Office at Box 359556:

 FORMCHECKBOX 
 Retirement Status Form 
www.uw.edu/admin/hr/benefits/forms/retiree-reemploy/retirement_status_form.pdf, and

 FORMCHECKBOX 
 Statement Concerning Your Employment in a Job Not Covered by Social Security
www.ssa.gov/form1945/SSA-1945.pdf
University of Washington | Human Resources | Benefits Office
REQUEST TO APPROVE EMPLOYMENT OF DRS RETIREE (PERS, TRS, SERS, LEOFF, WSPRS)
In accordance with the Washington State Retiree Rehire Policy, University of Washington departments must obtain executive approval PRIOR to offering a position to a DRS retiree. Executive approval must come from: (Check the one appropriate for this position and candidate)

	 FORMCHECKBOX 

	Vice Provost for Academic Human Resources – faculty, librarians, academic appointees

	 FORMCHECKBOX 

	Vice President for Human Resources – all UW classified and professional staff positions, including UW Bothell and UW Tacoma, except those positions at HMC and UWMC

	 FORMCHECKBOX 

	HMC Executive Director  – all HMC classified and professional staff positions

	 FORMCHECKBOX 

	UWMC Executive Director – all UWMC classified and professional staff positions


Before completing the form, make sure you read and understand the instructions.

	to be completed by employing department

	Candidate Last Name:      
	First Name:      
	  Middle:      

	Home Department Name:      
	Home Department no.:      

	Agency/Institution from Which Candidate Retired:      
	DRS Retirement Plan:      
	DRS Retirement date:      

	Appointment Type:

	 FORMCHECKBOX 
  Faculty

 FORMCHECKBOX 
  Contract Classified
	 FORMCHECKBOX 
  Academic Appointee

 FORMCHECKBOX 
  Classified Non-Union
	 FORMCHECKBOX 
  Librarian

 FORMCHECKBOX 
  Temporary Appointment
	 FORMCHECKBOX 
  Professional Staff

 FORMCHECKBOX 
  Other (describe)       

	Job Posting Opened:      
	Job Posting Closed:      
	Total Applicants:      
	Total Interviewed:      

	

	statement of reason for selecting retiree over other candidates

	The hiring official must check that each of the following is true:

	 FORMCHECKBOX 

 FORMCHECKBOX 

	There was no oral or written agreement to employ the desired candidate prior to his/her retirement.
The recruitment for this position was open to all qualified candidates and met University equal employment requirements, or;

	
	 FORMCHECKBOX 

	This is a temporary appointment and no recruitment was required.

	 FORMCHECKBOX 

 FORMCHECKBOX 

	I understand the department’s obligation to retain all documents related to this appointment for possible audit.

I have advised the retiree of his/her responsibility to understand and self-track any post-retirement employment limits.

	 FORMCHECKBOX 

	Attach a memo on department letterhead, signed by the dean, chair, or administrator (for UWMC or HMC only) explaining why the retiree candidate is the most qualified individual for the vacancy. Be specific and compare the retiree’s qualifications to other candidates. Explanations such as “best qualified” or “most relevant experience” are insufficient.

	NOTE: In evaluating the request to approve a DRS retiree’s appointment, the nature and scope of the recruitment as well as the qualification of the other candidates will be considered.

	Hiring Official Signature:  _____________________________________________________
	Date:       

	Name and Title:       

	Hiring Official Signature:  _____________________________________________________
	Date:       

	Name and Title:       

	

	for executive approval

	Executive Signature:  _____________________________________________________
	Date:       

	Name and Title:       

	

	for benefits office use only

	 FORMCHECKBOX 
 Notice sent to UW President’s Office on:
	Date:       

	By (name and title):       


DEPARTMENT: Send original with both department signatures to appropriate Employment Specialist. 

EMPLOYMENT SPECIALIST: Review form for completeness and memo for appropriate justification. Forward to Executive Office. 

EXECUTIVE OFFICE: 

1. Send fax/copy to Benefits Office for verification of retirement data before Executive signature. 

2. After receiving Benefits Office approval and subsequent Executive signature, send original back to the Employment Specialist and retain a copy for your records. 
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