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HIRING FREEZE
EXCEPTION REQUEST FORM

Directions:
Effective April 29, 2011, all personnel actions, including full and part-time new and vacant positions, promotions and job re-classifications, are subject to a hiring freeze.  Senior/Executive Vice Presidents can petition for exceptions by submitting a written request and justification to the president.

An exception to the hiring freeze will be considered for positions:
· involving campus health and safety
· delivering essential University services
· directly related to increasing non-tuition generated revenue


Type of Position: 	|_| Full-time 	|_| Part-time 	

Exception for:  	|_| Promotion/Reclassification	|_| New Position	|_| Replacement 


Position Information:

School/College:_______________________   Department:___________________________________	

Position Title: ________________________	Name of Incumbent: (If Replacement) ___________________

Position Number:______________________	Proposed Salary: ________________________________

Position Budget: _______________________	FOAPAL: _____________________________________
	 

Justification for Exception Approval: (Please see hiring freeze guidelines for requirements.  Please attach separate sheet if necessary.)








Approvals:


Approvals:
Approved	Denied
[bookmark: Check5][bookmark: Check6]|_|	|_|	Senior/Executive Vice President/Provost ________________________	Date ___________	

|_|	|_|	President ____________________________________________	Date ___________	

Completed forms should be sent to Office of the Cognizant Senior/Executive Vice President


Temple University
Hiring Freeze Guidelines
April 29, 2011

This hiring freeze is in response to proposed funding cuts announced by the Commonwealth in March 2011.  All personnel actions are subject to the hiring freeze guidelines outlined below.

Hiring Freeze Guidelines: 
1. Administration and Staff - The hiring freeze applies to new positions, vacant positions, positions that become vacant while the freeze is in effect, promotions/ position reclassifications and any other adjustments to pay.  It covers all full-time, part-time and temporary positions.
1. Academic – Only those faculty searches currently underway and approved by the Provost or academic positions directly related to student support, such as academic advising may proceed.       
1. Students - Student workers are not subject to the hiring freeze.
1. Over-time and other compensation – All department heads are charged with ensuring that their departments are operating in the most cost effective manner -   including reviewing the use of over-time.
1. Assistantships – All existing appointments will be honored.  New appointments need the approval of the Graduate School.
1. The hiring freeze will remain in effect for as long as the President deems it appropriate.
Exception Processes:
1. An exception to the hiring freeze will be considered for positions
4. involving campus and personal health and safety
4. delivery of essential University services
4. positions directly related to increase non-tuition generated revenue

1. A written justification requesting an exception must be submitted to the cognizant Senior/Executive Vice President who will then make a determination on which requests to submit it to the President.
1. No employment action or position posting will occur before an exemption request is approved.
1. Personnel actions approved, including offers that were tendered prior to April 29, 2011, will be processed without requiring an exception.  
1. Department heads should review their current searches with their cognizant officer.

Funding Source:	
1. The hiring freeze applies to positions funded from University funds only.  Positions funded from grants are not subject to the hiring freeze; however, our regular Human Resources processes will be exercised to avoid any salary inequities with existing staff supported by funding sources affected by the freeze.
