[image: image1.jpg](CASE WESTERN RESERVE
UNIVERSITY  ior g




Department of Human Resources

10900 Euclid Avenue

Cleveland, Ohio 44106-7047

phone 216.368.6964

fax 216.368.4678
email employment@case.edu


	Job Title:
	

	Department Name:
	
	Dept ID:
	

	Supervisor Name:
	

	HCM Job ID:
	1234
	(New Job, (Replacement - Empl Name:
	

	Funding Sources (list all specific Speedtypes):
For School of Medicine, attach a copy of the current income/expense statement showing—at least one year's worth of funding for the position being requested or documentation of future funding.

	

	Reason for exception (please check applicable box and provide a justification, including the primary purpose and direct impact on core and essential business operations; critical position to operations or patient care; compliance impact if waiting to hire. Use separate page if necessary):
(Compliance with federal, state and local laws and regulations, (Delivery of essential university services, (Campus and personal health and safety 

	

	

	Approval Signature

	Mgmt Ctr/Dept Head
	
	Date
	

	Mgmt Ctr Budget
	
	Date
	

	Dean/Vice President 
	
	Date
	

	

	For Executive Committee Use

	Approver
	
	Date
	

	Comments


Hiring Exception Request Procedure
1. The department must complete and forward the request to their department and/or school leadership for approval. After obtaining approval signature from department/school leadership, submit the request to Human Resources (HR) at employment@case.edu. 

2. HR will facilitate the review process with the executive committee. HR will coordinate communications and updates as available. 

3. If the request is approved, HR will provide notification to the requester. Posting and/or hiring for the position may proceed.
4. If the request is not approved, HR will provide notification and details when available. 
FY21 staff hiring exception request
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