University of Washington | Human Resources | Compensation Office
PROFESSIONAL STAFF TEMPORARY APPOINTMENTS (PSTA) – SUPPLEMENTAL QUESTIONNAIRE
For:  Hourly Limited-Term Appointment or Monthly Project Appointment
For instructions on completing this form in MS Word see: http://www.washington.edu/admin/hr/forms/instructions.html
This form is a supplement to the UWHIRES requisition you create for a proposed Professional Staff Temporary Appointment (PSTA).  Please note the UWHIRES Requisition Number in the space provided below and to send a copy of this form to the Benefits office.  
Please answer all of the questions - incomplete requests cannot be processed.  

	employee information

	Complete this section if the candidate is known.  If the candidate has not been identified, put “NA” in space for employee’s last name.

	[bookmark: reqid]UWHIRES Req. ID Number:       
	

	Temporary Employee
[bookmark: lastname]Last Name:       
	
[bookmark: firstname]First Name:       
	
[bookmark: middle]Middle:       
	
[bookmark: empidfirst][bookmark: empidsecond][bookmark: empidlast]Employee ID Number:     -   -   

	

	appointment information

	Select Reason for This Temporary Appointment

	|_|
	Coverage for a professional staff employee on leave.
Name of the employee who is on leave:      
The proportion of the regular position’s duties that the temporary position will perform:      %
	|_|
	Interim coverage during a professional staff recruitment.

The recruitment’s requisition number is:      

	|_|
	Short term project of a professional staff nature.
	|_|
	Need for intermittent professional staff assistance.

	|_|
	Providing training to newly hired professional staff employee.
	|_|
	[bookmark: explain]Other; please explain:       

	Professional Staff Exemption Eligibility:  Select the single professional staff exemption criteria that best applies to this appointment from 1-15 below. 

	[bookmark: Checkconfidential]1. |_|
	Confidential secretary/administrative assistant to the 
President/Vice Presidents.
	Managerial or professional level positions having substantial responsibility for (select one): 
1. |_| Program direction and control.
2. |_| Institutional policy.
3. |_| Human Resources (Personnel).
4. |_| Legislative relations.
5. |_| Public information.
6. |_| Development.
7. |_| Senior computer systems and network programming.
8. |_| Internal audits and investigation.

	[bookmark: Checkexec]2. |_|
	Executive head.
	

	[bookmark: Checkprincipalasst]3. |_|
	Principal assistant to executive head.
	

	[bookmark: Checkcounseling]4. |_|
	Counseling of students.
	

	[bookmark: Checkcontinuing]5. |_|
	Continuing education.
	

	[bookmark: Checkresearch]6. |_|
	Research activities.
	

	[bookmark: Checkgraphicarts]7. |_|
	Graphic arts and publications.
	

	Additional information regarding these exemption criteria is at: http://www.washington.edu/admin/hr/roles/mgr/hire/prostaff-temp/index.html.

	

	ELIGIBILITY FOR INSURANCE BENEFITS

	[bookmark: Checkhalfyes][bookmark: Checkhalfno]1.  Is the employee expected to work at least 480 hours in 6 consecutive months., working at least  8 hours/month?  |_|Yes	|_|No
[bookmark: Checkpartyes][bookmark: Checkpartno]2.  Is the employee expected to work at least 70 hours per month in 5 out of the next 12 months? |_|Yes		|_|No
[bookmark: Checkreplaceyes][bookmark: Checkreplaceno]3.  Is the employee replacing an employee who met condition 2?  |_|Yes		|_|No
If No. 1 is “Yes”, the employee receives employer paid basic insurance coverage see ( http://www.washington.edu/admin/hr/sl/tempeeInsElig).
If No. 2 and/or No. 3 is “Yes”, the employee participates in the PERS retirement system see (http://www.washington.edu/admin/hr/sl/pers2Elig  and http://www.washington.edu/admin/hr/sl/pers3Elig ).

	4.  Is this individual expected to work half time (87.5 hours) or more per month, for at least six consecutive months?  |_|Yes	|_|No

	OTHER UW APPOINTMENTS

	[bookmark: Checkotherapptsyes][bookmark: Checkotherapptsno]1.  Does the individual you wish to hire hold other UW appointments?  |_|Yes	 |_|No     If yes, indicate what will happen when the professional staff temporary appointment begins:  |_| Current appointment will continue (overtime eligibility may apply)     |_| Current appointment will end effective:  mm/dd/yyyy     |_| The employee will be on temporary leave from the current appointment beginning :  mm/dd/yyyy

	[bookmark: Checkaddlyes][bookmark: Checkaddlno]2.  If the individual you wish to hire holds a regular  staff appointment, has the employing official/department given concurrence for this additional appointment?  |_|Yes		|_|No		|_| N/A



NOTE:  Approval of a PSTA does not guarantee approval for a regular professional staff appointment that will perform same work as the PSTA.  Attach the completed PSTA supplemental questionnaire to the UWHIRES requisition.  Human Resources will send approval and OPUS entry instructions by email.  Additional information about PSTAs is at: http://www.washington.edu/admin/hr/roles/mgr/hire/prostaff-temp/index.html
ROUTING: Original – Electronically attach to UWHIRES requisition  Copy – Benefits Office via campus mail (Box 359556)
	University of Washington | Human Resources
Revised: 06/15/11
	



