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I.  INTRODUCTION

To document a business process that ensures transparency, consistency and eliminates
confusion. The following were factors that led to the development of this process:

1. Employees do not have a clear understanding of how to request an approval to hire
positions.

2. Employees do not have a clear understanding of how/why a position is approved or
denied.

3. Our current method is not consistent, effective, or transparent.

PURPOSE 4. Risks associated with not mapping this process include data integrity issues between HCM
and the budget system.

5. Lack of documented and transparent process leads to longer wait times to hire.

Version 5

6. Adjust the process to allow VPs and the President to fill budgeted positions without going

through the RTH and BST process for approval. The position and title must be identical to the

position that is vacant.

This process is used for the hiring of:

- Un-budgeted Classified Staff (i.e. new, replacement with ANY changes, or short-term
including renewals)

- short-term Faculty (i.e. One-Semester-Only, One-Year-Only - including renewals)

- temporary reassignments (i.e. employee temporarily moves into different position)

- Grant funded positions
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ROLES & RESPONSIBILITIES

ROLE RESPONSIBILITY

Requestor Complete the RTH form and obtain E-signatures from Supervisor and Vice President




II. PROCESS

OVERVIEW

STEP ACTIVITY

Planning - Requestor - Complete the RTH form for new un-budgeted full-time or short-term
1 Classified Staff, temporary reassignment, vacant position title change, vacant position moves or
short-term Faculty.
Planning - Requestor




