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H R S o ur c e  
N oti c e of S u m m er H o ur s d uri n g C O VI DN oti c e of S u m m er H o ur s d uri n g C O VI D --1 91 9   

W a s hi n gt o n St at e U ni v er sit y ’s b u si n e s s h o ur s ar e          
8 a. m. t o 5 p. m. y e ar r o u n d.   A s t h e U ni v er sit y          
c o nti n u e s t o o b s er v e t h e G o v er n or ’s St a y H e alt h y, St a y 
H o m e or d er d uri n g t h e C O VI D -1 9 p a n d e mi c, it i s al s o 
ti m e f or m a n a g er s t o pl a n f or s u m m er s c h e d ul e s.  T h e 
d e ci si o n t o o b s er v e s u m m er h o ur s i s a p pr o v e d at t h e 
d e p art m e nt l e v el i n a c c or d a n c e wit h b u si n e s s n e e d s.    

I n k e e pi n g wit h a l o n g-st a n di n g pr a cti c e, d e p art m e nt s 
m a y o b s er v e s u m m er h o ur s, w hil e still m e eti n g t h e   
r e q uir e m e nt t o s er v e t h e p u bli c fr o m 8 a. m. t o 5 
p. m.   W S U will c o nti n u e t o a d h er e t o t h e St a y H o m e, 
St a y H e alt h y or d er a n d m o nit or u p d at e s a n d c h a n g e s t o 
t h at or d er. 

St arti n g M o n d a y, M a y 1 1, 2 0 2 0 t hr o u g h Fri d a y, A u g u st 1 4, 2 0 2 0, s u m m er h o ur s will b e 7: 3 0 a. m. t o 4 p. m., 
wit h 3 0 mi n ut e s f or l u n c h.   It i s t h e r e s p o n si bilit y of t h e s u p er vi s or s a n d st aff of e a c h d e p art m e nt t o e n s ur e 
s er vi c e i s pr o vi d e d t o t h e p u bli c d uri n g t h e n o o n h o ur a n d fr o m 4 p. m. t o 5 p. m. d uri n g t hi s p eri o d.  

M a n a g er s a n d s u p er vi s or s m a y a p pr o v e a n e m pl o y e e t o w or k a n alt er n ati v e s c h e d ul e i n cl u di n g t el e w or k. 
T h e m a n a g er i s r e s p o n si bl e f or d et er mi ni n g t h e w or k s c h e d ul e i n a c c or d a n c e wit h t h e n e e d s of t h e        
o p er ati o n a n d a p pli c a bl e r ul e s a n d p oli ci e s.  

S u p er vi s or s a n d e m pl o y e e s ar e r e s p o n si bl e f or c o m pli a n c e wit h all st at e et hi c s l a w s a n d W S U p oli ci e s a n d 
pr o c e d ur e s.   E m pl o y e e s m u st a c c ur at el y a c c o u nt f or ti m e i n cl u di n g h o ur s w or k e d ( o n -sit e a n d/ or t el e w or k), 
a n n u al or si c k l e a v e u s e d, a n d l e a v e wit h o ut p a y. T h e Et hi c s i n P u bli c S er vi c e A ct, R C W 4 2. 5 2 a p pli e s t o all 
W S U e m pl o y e e s.  

I nf or m ati o n o n fl e xi bl e s c h e d uli n g: hr s. w s u. e d u/ m a n a g er s/fl e xi bl e -s c h e d uli n g  

I nf or m ati o n o n t el e w or ki n g:  hr s. w s u. e d u/ c o vi d -1 9/l e a v e -a n d -w or k -o pti o n s/  

Q u e sti o n s  

P: 5 0 9 -3 3 5 -4 5 2 1 E: hr s @ w s u. e d u  

S u m m er B e n efit s: Pr e mi u m C oll e cti o n sS u m m er B e n efit s: Pr e mi u m C oll e cti o n s  

Ar e y o u o n a l e s s -t h a n-1 2 -m o nt h a p p oi nt m e nt ? If s o, l e ar n 
h o w pr e mi u m s a n d s ur c h ar g e s will b e d e d u ct e d fr o m y o ur 
p a y c h e c k s.  

F a c ult y a n d st aff o n a c a d e mi c or 9 -m o nt h a p p oi nt m e nt s will 
h a v e s u m m er pr e mi u m s a n d s ur c h ar g e s c oll e ct e d fr o m t h e 
l a st p a y c h e c k s of t h e s pri n g s e m e st er.  

S u m m er pr e mi u m s f or lif e i n s ur a n c e will b e c oll e ct e d fr o m 
t h e fir st M a y p a y c h e c k. 

M e di c al pr e mi u m s a n d a n y s ur c h ar g e s will b e c oll e ct e d 
fr o m t h e s e c o n d M a y p a y c h e c k.  

T h e l u m p s u m pr e mi u m will b e t h e e q ui v al e nt of s e v e n p a y p eri o d s ( o n e M a y c o ntri b uti o n, a n d all J u n e, 
J ul y, a n d A u g u st pr e mi u m s).  

F or i n di vi d u al s o n ot h er l e s s -t h a n-1 2 -m o nt h a p p oi nt m e nt s ( 9. 5 -, 1 0-, or 1 1-m o nt h a p p oi nt m e nt s), d e d u cti o n 
d at e s will v ar y, b a s e d o n w h e n t h e s u m m er br e a k o c c ur s.  

Vi sit hr s. w s u. e d u/ s u m m er -b e n efit s -pr e mi u m -c oll e cti o n s  f or m or e i nf or m ati o n, a n e x a m pl e, a n d F A Q s.  

Pl e a s e c o nt a ct H u m a n R e s o ur c e S er vi c e s at 5 0 9 -3 3 5 -4 5 2 1 or hr s @ w s u. e d u if y o u w a nt t o di s c u s s y o ur 
sit u ati o n wit h a b e n efit s s p e ci ali st.  

D ail y C o u g C o n n e ct  

J oi n u s at 1 0 a. m., M o n d a y 

t hr o u g h Fri d a y, f or D ail y C o u g 

C o n n e ct! E x p erts s y st e m -

wi d e pr e s e nt 5 -3 0 mi n ut e 

Z o o m s e s si o n s f or W S U e m-

pl o y e es. T o pi cs i n cl u d e h e alt h 

a n d w ell n es s ti p s, a c ti vi ti es, 

a n d H R S r el at e d u p d at es.  

mailto:hrs@wsu.edu
https://payroll.wsu.edu/paydays/paydate2017/
https://twitter.com/CareersWSU
https://www.linkedin.com/company/wsu-jobs
https://www.facebook.com/wsuhrs
https://hrs.wsu.edu/managers/flexible-scheduling/
https://hrs.wsu.edu/covid-19/leave-and-work-options/
https://hrs.wsu.edu/summer-benefits-premium-collections/
https://hrs.wsu.edu/training/daily-coug-connect/
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I nt r o d u ci n g r e p o rti n g i n W o r k d a y   

W S U e m pl o y e e s u s e s e v er al l o c a ti o n s t o h o u s e r e p or ti n g i nf or m a ti o n. Wit h W or k d a y, e v er yt hi n g will b e 
st or e d i n o n e pl a c e. T h e M o d er ni z a ti o n T e a m di v es d e e p er i nt o w h at r e p or ti n g i n W or k d a y c a n d o o n t his 
w e b p a g e h er e  a n d i n t his bl o g h er e.   
 

C h e c k o ut a n e w M o d e r ni z ati o n vi d e o   

T h e M o d er niz a ti o n T e a m h as p ut t o g et h er a n e w vi d e o i n Q & A f or m at t o a ns w er y o ur q u es ti o ns 
a b o ut ti m e a n d a bs e n c e i n W or k d a y. W at c h it o n Y o u T u b e h er e .  
 

N e w d e a dli n es f o r c o m p ti m e  
Wit h t h e M o d er niz a ti o n Pr oj e ct d e a dli n e e xt e n di n g, t h e d e a dli n es f or usi n g or p a yi n g o ut c o m p ti m e 
als o will c h a n g e. E m pl o y e es m ust us e t h eir c o m p ti m e b y D e c e m b er 3 1, 2 0 2 0. R e q u ests t o p a y o ut 
c o m p ti m e m ust b e s u b mi tt e d t o P a yr oll S er vi c es b y D e c e m b er 1 1, 2 0 2 0. L e ar n m or e h er e.   
 
  

L e a v e a n d W or k 

O p ti o n s: C O VI D -1 9 

G e n er al S e ssi o n   

El e ctr o ni c F or ms  

   

E q uit y 1 0 2: W h o Ar e 

Y o u ?      
 

D e p art m e nt P a y  

        

C u st o m er S er vi c e at 

W S U  

    

F or gi n g A h e a d wit h P er s e v er a n c e a n d       
R e sili e n c e   
Li b r a r y I D : p e _ 0 3 _ a 0 1 _ b s _ e n u s  
 
B u si n e s s t o d a y i s a c o m pl e x 
u n d e rt a ki n g.  A c c o m pli s hi n g 
t a s k s a n d st a yi n g f o c u s e d o n 
a c hi e vi n g y o u r g o al s r e q ui r e s 
g rit a n d p e r si st e n c e. A n a d a p-
ti v e mi n d s et h el p s y o u f o c u s 
t h r o u g h t h e di st r a cti o n s, i nf o r-
m ati o n o v e rl o a d, d e m a n di n g 
p a c e, a n d t h e a c c o m p a n yi n g 
st r e s s e s t h at c a n oft e n p ull y o u off t a s k. I n t hi s 
c o u r s e, y o u'll l e a r n t o d e v el o p p e r s o n al r e sili e n c y, 
a d a pt a bilit y, a n d p e r s e v e r a n c e. Y o u'll e x pl o r e t h e 
r e s o u r c e s a n d p e o pl e it t a k e s t o s u st ai n p e r s e v e r-
a n c e, a n d y o u'll di s c o v e r a cti o n s t o h el p y o u b uil d a 
w o r k -lif e b al a n c e, s h a r p e n y o u r f o c u s, a n d f o st e r t h e 
r e sili e n c e p e r s e v e r a n c e t o f a c e a n d o v e r c o m e s et-
b a c k s.  

U n wi n d! 7 Pri n ci pl es f or a Str e s s -Fr e e Lif e   
 
Li b r a r y I D: 7 3 8 5 2  
 
E n a bli n g y o u t o t a k e 
c h a r g e of y o u r lif e a n d 
m a k e b ett e r c h oi c e s t h at 
will p r e v e nt st r e s s i n t h e 
fi r st pl a c e, t hi s b o o k i s 
a b o ut o pti mi zi n g y o u r 
b o d y, h e a rt, mi n d, a n d 
s o ul, r e c o g ni zi n g t h at a n y 
a n d all of t h e s e             
di m e n si o n s of y o u r lif e 
aff e ct y o u r a n xi et y l e v el.  

 

S o p hi a H u tt o n  

St e v e n S el k  

https://hrs.wsu.edu/recognition/crimson-spirit-award/
https://hrs.wsu.edu/recognition/crimson-spirit-award/
https://modernization.wsu.edu/2020/03/16/a-bright-future-for-reporting/
https://modernization.wsu.edu/concepts/reporting/
https://youtu.be/3-jFY0kwJGA
https://modernization.wsu.edu/2020/03/25/new-deadline-to-use-or-pay-out-comp-time/
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_1323
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_1323
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_HR_1323
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_905
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_EQD_1280
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_EQD_1280
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_SYST_617
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_COMM_448
http://ihr.hrs.wsu.edu/skillsoft/default.aspx?c=ilt_wsu_COMM_448
mailto:hrstraining@wsu.edu
https://wsu.skillport.com/skillportfe/main.action#summary/COURSES/CDE$113861:_ss_cca:pe_03_a01_bs_enus
https://wsu.skillport.com/skillportfe/main.action#summary/COURSES/CDE$113861:_ss_cca:pe_03_a01_bs_enus
https://wsu.skillport.com/skillportfe/main.action#summary/BOOKS/RW$80090:_ss_book:73852

