HIRING REQUEST FORM FOR NON-ACADEMIC STAFF POSITIONS

	Instructions:
⁭ Attach Rationale for Hiring Review form
                             ⁭ Attach Job Description for new/revised positions



Forward completed Hiring Request and Hiring Review form to Human Resources, Blackburn Hall


Both forms must be fully completed.

	Position Title:

	Recommended Start Date: 

	Hiring Department:   

Salary Account #:
Proposed Salary/Wage: 

Band: 


Step:   
	Manager/Chair/Supervisor’s Name:   

Title:  

Telephone:

	Work Location:

Building:  

Telephone:


	New          Contract              Replacement _____    Other___________
Name of Person Being Replaced:

	Employment Definition:

Full Time, Regular:


__________
Full Time, Recurring (# of weeks):
__________
Part Time, Regular:


__________
Part Time, Recurring  (# of weeks): 
__________
Contract - Duration:


__________

	Regular Hours of Work Per Week:

35
______

40
______

17.5
______

Other:
Shift Work - Give Details:

	Explanation of Budget Source:



	SUBMITTED BY DEAN/DIRECTOR/AVP/VP
Title:
Signature:                                               Date:

	BUDGET OFFICE
$                              (Fiscal)



$                              (Base)

Signature:


Date:

	REVIEWED BY ASSOCIATE VICE PRESIDENT, HUMAN RESOURCES

Signature:            


Date:
	APPROVED BY VICE-PRESIDENT ADMINISTRATION 

Signature: 


Date:

APPROVED BY PROVOST & VICE-PRESIDENT ACADEMIC

Signature: 


Date:


RATIONALE FOR HIRING REVIEW 

Position: __________________   Dean/Director/AVP/VP: __________________ Department: _________________
1. What is the full cost (salary, benefits*, other) of this position/staffing change?  

*A template is available from Budget Services for estimating benefits.



$_______
2. Is the full cost included in the Department’s budget?

(a) Current fiscal year







YES / NO

(b)  Base budget (for regular/recurring positions)




YES / NO
If no, will the full cost of the position be covered by the Vice-President/Senior

YES / NO

Officer’s budget? (VP/SO to make budget transfer arrangement with Budget Services.)
3. Is this a parental or sick leave replacement?





YES / NO

4. How does this position/staffing change fit within the overall staffing strategy for the department (e.g., critical to day-to-day operations and priorities, essential to the growth and success of the University, required under legislation)?

5. What approaches have been considered and/or implemented to ensure this position/staffing change is the most cost effective option (e.g., deferring/ cancelling/reassigning tasks, departmental restructuring, ROI analysis)?

Submitted By:

_________________________________

Date: ___________




Deans/Directors/AVP’s/VP
Reviewed By:

_________________________________

Date: ___________




AVP, Human Resources

Approved By:

_________________________________

Date: ___________




Vice-President Administration
Approved By:

_________________________________

Date: ___________




Provost & Vice-President Academic
Revised: January 18, 2011

