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MONTANA

STATE UNIVERSITY




	Human Resources

Classified Fixed-Term

Request Form

MUST BE APPROVED BY HUMAN RESOURCES PRIOR TO PROPOSED START DATE
	




	Hiring Authority:
	
	Department:
	
	Phone: 
	

	Person Completing this form:
	
	Department:
	
	Phone:
	

	Proposed start date:
	
	End date: 
	
	FTE:
	

	Please note: Duration of appointment may not exceed 12 months 
(6 months if union affiliation is Teamsters)
	
	

	Requested Title:
	
	Salaried:
	
	Hourly:
	

	Please note: Final title, wage, overtime status, and union affiliation will be determined by HR based upon the assigned duties in compliance with the MUS Compensation Plan and/or applicable collective bargaining agreement.

	
	

	Employee Name (if known): 
	First:
	
	Middle:
	
	Last:
	

	GID: (note if no GID):
	
	
	

	Description of assigned duties (attach additional pages if necessary): 
	

	

	

	


Labor Distribution (if funded from a Grant, ES, or AES funds, include appropriate signatures indicated below):
	Start Date
	End Date
	Index
	Fund
	Org
	Acct
	Program
	Dist %

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Administrative Approvals:

	Supervisor: 
	
	Date:
	

	Dept Head:
	
	Date:
	

	Dean/Director: 
	
	Date:
	

	Vice President: 
	
	Date:
	

	ES/AES:
	
	Date:
	

	Office of Sponsored Programs:
	
	Date:
	



Human Resources Use Only:

	Log #:
	
	Confirm Eligibility for FXT Appt:
	
	Team:
	

	PCLAS:
	
	ECLASS:
	
	PGROUP:
	

	SOC/PNOC:
	
	Title:
	
	Entry-Low Wage:
	

	PN:
	
	OT Status:
	
	Union:
	

	HR Approval:
	
	Date:
	


Background Check:   FORMCHECKBOX 
Sent to Candidate     FORMCHECKBOX 
Submitted & Logged     FORMCHECKBOX 
Results Received     FORMCHECKBOX 
Results Notification
Classified Fixed Term Appointment
A Classified Fixed Term appointment is intended to accommodate temporary needs of no more than twelve (12) months where the appointment is not intended to be permanent, and with no expectation of employment beyond the period specified.  In no event shall the appointment exceed a period of twelve (12) months.  No Fixed Term position may be changed to a permanent position.
The appropriate title, wage, overtime status, and union affiliation will be determined by the Human Resources Office in compliance with the Montana University System Staff Compensation Plan, appropriate collective bargaining agreement, MSU policy, and the Federal Fair Labor Standards Act (FLSA).  A competitive search process is not required.
A Classified Fixed Term appointment must be requested and approved in advance by Human Resources before any offer of employment or wage is extended to a potential employee.  Work may not begin prior to approval of the Classified Fixed Term Appointment by Human Resources.
Fixed Term employment may be discontinued without a showing of cause, but at least five-to-ten (5-10) working days of notice (depending upon union affiliation) of discontinuance shall be given.

An employee may not be appointed in both a classified fixed-term position and a temporary/hourly or student position.  The hiring department should verify if the classified fixed-term candidate has been appointed to any other type of position to determine if adjustments can be made before work begins.
Procedure for filling a Classified Fixed Term appointment:
1. The Hiring Department submits a completed Fixed Term Request Form (with all necessary signatures) to Human Resources prior to any offer of employment or wage.
2.
Human Resources will review the request and determine the appropriate title, wage, overtime status, union affiliation, and compliance with collective bargaining agreements and MSU policy.  
3. A pre-employment background check shall be required prior to employing faculty, professional and classified employees, except as provided in the policy.  This policy applies regardless of whether or not a competitive recruitment process is used.  A background check is required on fixed term employees working longer than four months.

4. Upon approval and successful background check results, Human Resources will notify the hiring department and provide the hiring authority an Employment Offer Letter (EOL) to present to the new employee.
5. The hiring department submits an Electronic Personnel Action Form (EPAF), the signed EOL, and I-9 form to Human Resources by the appropriate payroll deadline.

Classified Fixed Term employees are eligible for:

· Holiday pay (prorated based upon FTE or actual hours worked)

· Sick leave after 90 days,

· Annual leave after six (6) months,
· Health insurance benefits if employed for six (6) months or longer, and at .50 FTE or greater, and

· Retirement benefits (mandatory or optional depending upon position title and duration of appointment)
Classified Fixed Term employees are not eligible for:

· Flex pay benefits (including wages above the entry-low for the appropriate title)
· Fee waivers
· Seniority or recall rights
· Campus only or Departmental only recruitments
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