Explanatory notes -

Temporary Reclassification
1. Use this form for the temporary reclassification of a support staff employee. 
2. Please fill out form fully – enter N/A if not applicable. The form may have to be returned to you if there is missing information.
3. Please note that appointment forms are processed on a first-come-first-serve basis. 

Section A: Employee Information

4. Employee Pay category: A drop down list is available for selection. The Employee Pay category refers to the pay cycle. For example, a full time permanent support staff normally is in the bi-weekly pay category, whereas a casual support staff is in the hourly pay category, even though the casual also receives pay once every two weeks. One way to determine the correct pay category is to look at the position group number. When the position group is prefixed by 2 or 4, it is bi-weekly pay category. When it is prefixed by 3 or 5, the pay category is hourly. The correct pay category will help Human Resources set priorities so that we enter the appointment on time for the pay run.
Section B: Temporary Reclassification Information
5. Reason for Reclassification: Please click “reason” for a drop down list for your selection. If you pick “Other”, you must provide the reason in the space below it.
6. Reclassification information: If you have questions regarding the new classification or step, please seek advice from your Human Recourse Consultant.
Section C: Account Information

7. Default GL: If the position is paid out of grant account(s), please include a default GL. This will allow the system to automatically switch the grant GL to the default GL to prevent over-charging the grant account. Please consult Budgets and Grants if you have any questions.
8. Fixed Amount check box: A fixed amount is a contract or grant with an external funding agency for a fixed amount. Automatic salary changes (that is, step increases and across-the-board increase) cannot be applied to fixed amount contracts. 

9. GL for Benefits and Pay Levy: Please provide the account if Benefits and Pay Levy is paid by a different GL than the paying GL or the Default GL.
Section D: Attachment:  
10. A Position Profile and an Organization Chart are required if the employee is being reclassified into a new position.
11. If the employee has a different schedule in the temporary reclassification, please attach a Schedule Form. 
