	The University of Western Ontario 

Request for Hire/Reappointment Form

	Instructions:

Complete as much information as known and send this electronic document to staffrecruitment@uwo.ca. Human Resources will then forward information to the appropriate Vice-President for approval. 

If intention is to post vacancy on Working at Western, also include the job description (if applicable), and hard copy SAN. 
Please contact your HR Consultant if you have any questions.

	

	Contact Information:

	Leader’s Name:        
	Faculty/Business Unit:      

	Campus Extension:       
	Email:      

	

	Position Details:

	Post vacancy on Working at Western website:  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Position Title: 
     
	Is this position Grant Funded?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If Grant Funded, has $ been allocated to cover notice and severance obligations if required?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Department (include dept #): 
     
	

	Recruitment Administrator:
     
	 Reason why this position is available:
 FORMDROPDOWN 


	Job Code:

     
	Classification:

     
	If this is a replacement or contract extension, please provide the following:
a) Current or former incumbent’s name:
     
b) End Date:    /    /      (mm/dd/yyyy)

	Number of Vacancies:   
Anticipated Start Date:       
	

	Chair’s Approval?             FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Dean’s Office Approval?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	

	

	Job Evaluation:
	 FORMCHECKBOX 
Complete
	 FORMCHECKBOX 
 In Progress
	 FORMCHECKBOX 
 Not Started
	 FORMCHECKBOX 
 N/A

	

	Union Group:
 FORMCHECKBOX 
 UWOSA
 FORMCHECKBOX 
 PMA
	 FORMCHECKBOX 
SAGE

 FORMCHECKBOX 
Non-Union
	 FORMCHECKBOX 
 CUPE 2361

 FORMCHECKBOX 
 CUPE 2692
	 FORMCHECKBOX 
 IUOE

 FORMCHECKBOX 
 UWOPA

	

	Employment Status:

 FORMCHECKBOX 
Regular Continuing

 FORMCHECKBOX 
Sessional – period of work:      
 FORMCHECKBOX 
Temporary / Term – duration or new contract end date:      
	Hours:

 FORMCHECKBOX 
Full Time (>24 hours per week)            hrs/wk
 FORMCHECKBOX 
Part Time (<=24 hours per week)         hrs/wk

	

	Rationale for Recruitment/Extension:

	 (Please explain why this position is “mission critical”)

     



