HIRING APPROVAL FORM
(Use for new hires, replacements, and FTE increases)

Please complete the appropriate information below in conjunction with your position posting request.  Completion of both pages of this Hiring Approval Form is required; incomplete forms will be returned to you.  


POSITION SPECIFICS:
TODAY’S DATE:  
POSITION TITLE:  
Please carefully read and complete the following information:

	Classification
	
	Exempt (Paid monthly)
	
	Non Exempt (Paid hourly)

	Status
	
	Part Time:  
	
	Hours to be worked weekly.

	
	
	Full Time

	Working Schedule
	
	 9 Months From:  
	
	to
	
	Paid Over
	
	Months

	
	
	10 Months From 
	
	to
	
	Paid Over
	
	Months

	
	
	11 Months From:  
	
	to
	
	Paid Over
	
	Months

	
	
	12 Months
	
	

	Position Type
	
	 Regular
	

	
	
	Temporary
	From:  
	
	through
	
	

	Position FTE
	
	

	Position Funding Source
	Please assure correct funding source!!
	Account #:
	

	Replacement Position For:
	(Name):
	Ending Date:
	

	Does this position supervise staff?
	
	Yes
	
	No

	Hiring Department
	
	
	

	Division
	
	
	

	Have there been significant revisions made to the Job Description (for Exempt staff)/PDQ (for Non-Exempt staff)?
	
	Yes
	
	No

	IMPORTANT: PLEASE REVIEW AND IDENTIFY ACCORDINGLY

	
	
	Newly Created Position (REQUIRES ADMIN. COUNCIL APPROVAL)

	
	
	Increased FTE (REQUIRES ADMIN. COUNCIL APPROVAL)

	
	
	Additional FTE funded from:
	Account #:
	

	JUSTIFICATION/COMMENTS:

	

	

	

	HIRING APPROVAL FORM CONTACT INFORMATION

	Contact Person
	

	Email Address
	

	Phone Extension
	


HIRING APPROVAL FORM INSTRUCTIONS/REQUIRED DOCUMENTS:

A job description A Job Description will not be required if there is no change for the position.  (Check with Human Resources to verify if there is a current one on file.) Please send a copy of the job description electronically to eluhman@carleotn.edu.

· POSITION ADVERTISING:
Carleton College encourages qualified, experienced, and diverse applicants.  We recommend Hiring Supervisors be conscientious in selecting advertising venues that will secure such applicants; please contact HR for recommended diversity advertising venues.
	Jobs are routinely posted at these sites; however, the Division Head and/or Department Head, in consultation with the Associate Director of Human Resources, may use discretion in venue placement
	Indicate below where you would like additional ads placed.

	(Standard) Posting Request:
	YES
	NO
	On Line Posting Request:
	YES
	NO

	Currently at Carleton
	
	
	Star Tribune
	
	

	HR Web Site
	
	
	Higher Ed Jobs
	
	

	HR Job Board
	
	
	
	
	

	HERC (Higher Ed Recruitment Consortium)
	
	
	
	
	

	ADDITIONAL REQUESTS
	
	
	

	
	
	
	Print Posting Request

	
	
	
	Requests for print publications must receive PRIOR AUTHORIZATION from the Associate Director of Human Resources.

	
	
	
	Faribault Daily News
	
	

	
	
	
	Northfield Daily News
	
	

	
	
	
	ThisWeek News (Dakota County)
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TIMELINE FOR SEARCH:

	Tentative date to begin reviewing resumes:
	
	

	Tentative date of begin interviewing:
	
	

	Estimated date of hire:
	
	


POSITION HIRING AUTHORIZATION/APPROVAL:

Please Note:  Without ALL approving parties’ signatures (below), no advertising/hiring may commence.  With your signature below, you are verifying that all information contained on the form is correct.
	APPROVING PARTIES
	APPROVED

(√)
	DENIED

(√)
	APPROVAL (INITIALS)
	DATE

	Department Head
	
	
	
	

	Division Head
	
	
	
	

	Budget Analyst
	
	
	
	

	Director, Human Resources
	
	
	
	

	ADMINISTRATIVE COUNCIL REVIEW

Administrative council is required to provide authorization for all newly created or changed FTE.

	Administrative Council Representative
	
	
	
	


FOR HUMAN RESOURCES USE ONLY

	Date received in Human Resources:______________

	
	Job Description Received
	
	New/Revised
	
	No Changes made

	
	Associate Director Notified (for Salary & JCC Requirements
	Comments:
	

	
	Copy made for Hiring Approval Form Book and flagged

	
	Position posted on Advertising Record

	
	Staff Recruitment Expense Guidelines/Process, Staff Recruitment Process, and initial instructions on application delivery sent.
	Email Date:

	
	Background Check Required
	
	No
	
	Yes 
	Requires:
	

	
	Letter of appointment sent
	Date:  
	
	By Whom:
	


Revised 5-11-09
