		No: 2010-	  (HR Only)
Stonehill College
Personnel Requisition/Status Change
Type of Action:
	New Position
	|_|
	Reclassification*
	|_|
	for (current employee name):
	

	
	
	Replacement
	|_|
	for (current employee name):
	



	Current (use for all Action Types)
	Proposed (use for Reclassifications only)

	Division:
	
	
	Division:
	
	

	
	

	Department:
	
	
	Department:
	
	

	
	

	Supervisor
	
	
	Supervisor
	
	

	
	

	Position Title:
	
	
	Position Title:
	
	

	
	

	Full-time |_|
	Part-time  |_|
	
	
	Full-time |_|
	Part-time  |_|
	
	

		 (hours/days)
		 (hours/days)

	Regular   |_| 
	Temporary |_|
	
	
	Regular   |_|
	Temporary	|_|
	
	

		(# of  weeks/months)
		(# of  weeks/months)

	Calendar Yr |_|
	Academic Yr  |_|
	
	
	Calendar Yr |_|
	Academic Yr  |_|
	
	

		(# of  weeks/months)
		(# of  weeks/months)

	Faculty |_|
	Administrator |_|
	Bargaining Unit |_|
	Faculty |_|
	Administrator |_|
	Bargaining Unit |_|

	Staff (hourly, non-union) |_|
	Grade:
	
	
	Staff (hourly, non-union) |_|
	Grade:
	
	

	
	



	Approved and Budgeted:
	|_|
	Yes
	
	/
	

	
	|_|
	No
	Salary Range
	
	Current Salary

	Preferred start date: 
	

	Brief description of key responsibilities: (Attach job description)
	

	

	

	*Reclassification: (Change of title, hours, etc. Please provide an explanation for the request.)
	

	

	



	Requested by:
	
	Date:
	

	
	Supervisor Signature
	
	

	Approved by:
	
	Date:
	

	
	Division Head Signature
	
	

	
	
	Date:
	

	
	Financial Vice President
	
	

	
	
	Date:
	

	
	Director of Financial Planning & Budgeting
	
	


	
FOR HUMAN RESOURCES DEPARTMENT (please do not write in this section)
	Date Received:
	
	HR Approval:
	

	Date Position Filled:
	
	Employee’s Name:
	



