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 Employment Actions Approval Process*

(Revised 05/04/2007, Approved 06/06/07 
All employment actions, regardless of source of funding, require approvals as outlined below.  Written notification (email or memo) must be made to the Budget Office once all approvals have been obtained.


Staff Employment—Administrative & Professional (A&P) and Classified
· All new hires with up to a 10% increase above the pay plan minimum for Classified positions or budgeted amount for A&P positions must have the approval of Human Resource Services (HRS) prior to extending a verbal employment offer.
· All new hires over 10% above the pay plan minimum for Classified positions or budgeted amount for A&P positions must have the approval of the respective Vice President or Provost (for Vice Presidents reporting to the Provost), Budget Office and HRS prior to extending a verbal employment offer.
· All reclassifications and promotions must route to HRS for review and recommendation prior to approval from the respective Vice President or Provost (for Vice Presidents reporting to the Provost).
· All employment actions requiring additional funding of greater than $10,000 must have the approval of Vice President for Business Affairs, respective Vice President or Provost (for Vice Presidents reporting to the Provost) and HRS. 
· Merit increases will normally be processed annually during the common review process.  Merit increases outside of the common review process will only be considered in rare instances. A current performance evaluation must be in the employee’s personnel file and the funding source must be identified.   Approvals are required as follows:
· Up to 6%:  HRS and Chair & Dean or HRS and Principal Investigator & Dean or HRS and Director;

· Over 6%:  also require the approval of the respective Vice President or Provost (for Vice Presidents reporting to the Provost).
Faculty Employment
· All faculty salary supplements require the approval of the Office of the President, Office of the Provost and respective Dean.
· Faculty salary increases will normally be processed annually during the common review process.  Faculty salary increases outside of the common review process will only be considered in rare instances with the approval of the Office of the President, Office of the Provost and respective Dean.  
Student Employment
· Requests to work over the allowable maximum hours as outlined in the Student Support Policy require Graduate School approval (for graduate students) and University College approval (for undergraduate students).
· Requests for student salary increases must route to HRS for review and recommendation.  Requests for salary increases up to 5% above the student’s current rate require the approval of the respective Dean or Director.  Requests for salary increases over 5% also require the approval of the respective Vice President or Provost (for Vice Presidents reporting to the Provost).
· Requests for out-of-range pay must route to HRS for review and recommendation prior to approval from the respective Vice President or Provost (for Vice Presidents reporting to the Provost).
Notes
For memos listing numerous new hires, a copy of the approved memo needs to be forwarded to HRS and the electronic appointments should reference this memo.
* Hiring Officials are responsible for knowing and following established employment policies and guidelines as described in the University Pay Plan, which can be accessed at http://admin.utep.edu/hr/.  Human Resources must be provided with the name of the candidate selected prior to extending a verbal offer to ensure applicable procedures are followed.  

Failure to notify Human Resources of candidate selected prior to extending a verbal offer invalidates the offer.
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