USFSP GUIDELINES FOR HANDLING ALL PERSONNEL ACTIONS

REVISED PERSONNEL ACTION FREEZE GUIDELINES

September 25th, 2009

Statement of Purpose

USF St. Petersburg has revised the implementation of the personnel hiring freeze process which will save time and effort in processing personnel actions. This process is effective immediately.

Guidelines

The Chancellor’s signature is required for all personnel actions in ALL pay plans (faculty, administration, and staff employees), except for the following:

1. Those who are funded 100% from extramural contracts and/or grants (C & G) require Regional Vice Chancellor signature. 

2. Temporary students (formerly student OPS) require Dean/Director signature. In order to maintain equity, Deans/Directors must review salary levels and make comparable pay decisions to that of current departmental FWS students. Human Resources Staff is available to provide any assistance in this regard.

3. Temporary staff (formerly OPS) and adjunct faculty require Regional Vice Chancellor signature unless the Regional Vice Chancellor delegates to Deans/Directors. In order to expedite handling of these personnel actions, a copy of such delegation needs to be provided, in advance, to the Human Resources Department. 

Searches for all Open Positions, Vacant or New Permanent ongoing, including new or continuation of Visiting Faculty and Staff, still require Regional Chancellor Approval. 

All requests for exceptions to the freeze must include the following:

1. Specific reason for the exception, including the direct impact on core and essential business operations;

2. Show how suspending, delaying, or freezing requested action would negatively impact on essential or critical business operations;

3. Show that other methodologies and/or options have been explored and exhausted including vacating currently filled positions to fund the proposed hire.

Proposed searches will be evaluated for exception on the basis of the following criteria:

· Strategic Plan:  does this position contribute directly to USF St. Petersburg’s strategic goals?

· Demand:  is the position supported by data indicating undergraduate or graduate student demand (provide data on SCH/faculty member in the hiring unit [department or program], College, and other services).

· Quality/Viability: is the hiring unit of high quality and sustainable (provide evidence such as numbers of students/majors served, faculty research productivity, etc.)?

· Workload:  have existing staff and administration positions been evaluated for workload redistribution of the vacant position? 

Additional actions that require Regional Chancellor approval include:

1. Appointments of new or current employees to vacant positions; Increases in FTE to existing employees

2. Changing appointments of temporary employees to regular 

3. Extensions of visiting and acting appointments

4. Pay for performance, bonus and/or meritorious service salary increases. Prior to submission of these actions through appropriate channels, please consult with the  Human Resources Department for review and concurrence

5. Classification actions for all personnel including those funded by grants and contracts,   A & S and auxiliary funds; promotions, all special pay increases and/or stipends.   Once again please consult with the Human Resources Department for review and concurrence, prior to submission through appropriate channels.

To seek approval to advertise a position or to create a new or reclassify a current position, use CAREERS@USF, the new online automated recruiting and position description system. One can justify the need for the personnel action on online and submit to the appropriate authority. 

Sandi Conway will be sending you the process details of CAREERS@USF system asap which will assist you in eliminating paperwork and process such personnel transactions online from this point forward.  
Please continue to use the hard copy Personnel Exception Freeze Form for all other personnel exception requests. 
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