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Request for Exception to Staff New Hire Entry Pay Rates
This form is required to request a pay rate higher than any current employee in the same job title. Applicable approvals designated below must be obtained prior to an offer of employment.
Job Title:       


Department:       

Requestor:       
Pay rate requested: $     


Name of selected applicant:       
Please attach a separate memo addressing each of five following topics:

(Note:  This request will not be considered unless thorough justification is provided.)

1. Describe the recruitment and selection process used.  At a minimum, include the length of recruitment, recruitment sources utilized, number of applicants, and screening process used (i.e., method and individuals involved).

2. Describe any difficulties encountered in the recruitment and selection process. 

3. Explain why it is necessary to pay the requested rate in order to fill the vacant position.  (Note: This explanation must include more than a statement that the preferred applicant will only accept the job at the requested rate.)

4. Describe in detail the demonstrably greater qualifications the preferred applicant possesses in comparison to current campus employee(s) making less than the requested rate.

5. If the requested rate is approved, describe the process you will use to address the lower salaries of current employees. 

APPROVALS:
Immediate Supervisor: _________________________________
  Date:__________

Dean/Director:
 ______________________________________
  Date:__________

Human Resources AVP: ______________________________
   Date:__________
1/14/13









