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POSITION REQUISITION (PRF) PROCESS/GUIDELINES
Overview:

The following guidelines will assist in defining the position requisition process, approval to hire, position funding, and the role of the area Vice President.

Needs Assessment/Criteria:

Typically, a supervisor and department head, dean or area vice president examine the headcount and personnel need of a function or department to determine if additional personnel, replacement, or other is needed to accomplish the work needs for the organization.  Therefore, the position requisition process is intended to review headcount, personnel need, funding available/requested, and timing for appropriate hiring.
There are five types of PRF requests:
· New Regular On-Going Status Position
· New headcount to Gonzaga.  Position is classified as a regular on-going need and is benefits eligible (either full-time or part-time work capacity).  
· Funding for the position is determined either through the annual fiscal year budgeting process, or mid-year during the PRF approval to hire process.

· PRF packet with the justification form is required to confirm funding available and timing for moving forward with recruiting and hiring.

· PRF requires VP and Cabinet approval to hire.
· Replacement Regular On-Going Status Position
· Existing headcount to Gonzaga.  Position is classified as regular on-going and is benefits eligible (either full-time or part-time work capacity).
· Funding for the position is exists based on previous incumbent’s salary level.  If additional funding is requested based on a re-evaluation/upgrade of position, or to establish a more competitive hiring salary, this will require approval at time the PRF packet is submitted for approval to hire.
· PRF packet with an annualization request form with a memo request for additional funding along with an is required for approval to move forward with recruiting and hiring.

· If department is requesting a change in the work hours/months status of a replacement position, a memo explaining the annualization and funding need is required along with an annualization request form.
· The addendum form must be completed for all replacement requests for review by the EBC.
· PRF requires VP and Cabinet approval to hire.
· New Fixed Term Regular Status Position
· New headcount to Gonzaga.  Position is classified as regular status benefit eligible and is for a set period of time (not intended to be on-going).  The fixed term assignment must be for a minimum of 6 months and is not to exceed 3 years.
· Funding for the position is determined either through the annual fiscal year budgeting process, or mid-year during the PRF approval to hire process.
· PRF packet with the justification form is required to confirm funding available and timing for moving forward with recruiting and hiring.

· PRF requires VP and Cabinet approval to hire.
· Extension for a Fixed Term Regular Status Position

· Existing headcount to Gonzaga.  Position is classified as regular status benefit eligible and is for a set period of time (not intended to be on-going).  
· The fixed term assignment must be for a minimum of 6 months and is not to exceed 3 years.
· Continued funding for the position is determined either through the annual fiscal year budgeting process, or mid-year during the PRF approval to hire process.
· PRF packet with a memo is required to confirm funding available and timing for moving forward with recruiting and hiring.
· If department is requesting a change in the work hours/months status of a replacement position, a memo explaining the annualization and funding need is required.

· The addendum form must be completed for all extension requests for review by the EBC.
· PRF requires VP and Cabinet approval to hire.
· Temporary Assignment Position

· New headcount to Gonzaga (not included in HR headcount reporting).  
· Non-benefit eligible position.
· Work assignment is for a temporary period with no continuation beyond 12 months.
· Funding for a temporary hire is dependent on the department or VP division.
· If the temporary request is new, a justification form is required.  If the temporary request is for an extension of the assignment or replacement for an incumbent to complete the assignment, the addendum form is required.
· PRF packet requires VP and Cabinet approval to hire.
Role of the Vice President and President:
The primary role of the Vice President in the PRF process is to determine/approve the department’s request for personnel need in their organization.  This may be accomplished in conjunction with the Human Resources Office. 

The area vice president reviews the submitted PRF documentation.  If the area vice president agrees with the submitted PRF, then he/she authorizes and sends the packet to Human Resources for review.  Human Resources (HR) provides salary information and job description review, then forwards to the Cabinet for approval to hire. 

Human Resources holds the expectation that the Cabinet reviews the submitted documentation, assess financial concerns, allocates additional funding if necessary and approves the PRF for hire.  
The Cabinet has final approval for all position requisitions.  The President may institute a hiring suspension for any type of PRF.
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