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A. Background &urpose:

This policy atlines the responsibilities of University personnel who have authotiyapprove new,
replacementor adjustments tanon-academic positions.

Application of this policy is intended to ensure that:

1. Expenditure of University Funds are approved at an appropriate level;

2. Salary commitments are appropriately funded and supported by ongoing budget respurces

3. Terms and conditions of employment alignthwiapplicable collective agreemexthandbools, and
legislation

B. Application

This policy applies to all neweplacementor adjustments taall non-academic positions that are fundémm
Operating, Endowment and Ancillary Funéssitions paidrom Research and Special Purpose fuadsonly
covered bythis policyif the position is part othe DPMG or NSGEU employee groups.

This policy is to be applied in conjunction with all other University poligietiding, but not limitedo, the
Spending Authorityfor University Funds Policand the Document Execution / Contract Signing Authority
Policy

This policy does not apptyg academic appointments which are covered undse Academic Appointments
Policy TheSendingAuthority Policyfor University Funddetermines the individuals who have the authority
to commit University Fungdshe Employment Requisition Policy may require additional approvals.

C. Definitions:

In this Policy:
a.






E.

7.

d. Other factors the unit brings forward
e. Anapproved multiyear planthat resolveghe deficit

When a Faculty or Major Service or Support Usitinable to provide sufficieritinding confirmation(per
the factors set out in sectioB6 the Dean or Head of the Major Service and Support bnist provide a
detailed justificationto supportthe requestfor the positionfor the consideration of théssistant Vice
President, Financial Services. The Assistant Vice President, Financial syicesommend approval
to the Vice President Finance &Authistration andthe Vice President, Acaden&cProvost

Authority

This Policy falls under the authority of the Office of the Vpesident, Finance & Administration.

Procedures
1. The completecemploymentrequisitionshouldbe submittedto Financial Services
2. Thesubmittedemployment requisitiormust have all requiredppro\als.
3. The Unit Authority or delegatewill ensurethat:
a. Fundsto supportthe salary commitmenare available
b. Allsupporting documentation iprovided to Financial Servicesilistances where the funding for the
position is notmcluded in the currenbalancedbudget Theemployment requisitiorshould include
written confirmation of fundingfrom alternative sources if applicable.
c. When the budgefor a fiscal year has not bedénalizedor Financial Services has meteived a budget
submission from &aculty or Major Service or Support Uniite Faculty or Major Service or Support
Unit must advise how th@osition will be funded.
d. Where D7applies, detailed justification to support the request for the position must be provided by
the Dean or Unit Head.
e. The jobhas beerclassified byHuman Resources (if applicable).
4. Financial Servicewill review the employmentrequisition andverify that sufficient funding for the
positionexistswithin the approved budget for the Faculty or Major Service or Suppoitt U
5. Employment requisitions are processed within 24 hoursegkipt in Financial Servicegrovided the

requirementsare met



