[image: ]	STUDENT/TEMPORARY EMPLOYMENT 
POSITION NEEDS ANALYSIS FORM
Rev 7/26
Forms will be evaluated with Human Resources for final determination.  All decisions will be communicated to the Department Head and VP

College/Department:  ___________________________________________

Student/Temporary Employment Position Title:  _____________________________________________________ 

	Work Study    ☐  Yes      ☐  No
	 Non-Work Study    ☐  Yes      ☐  No

	☐  Hourly Minimum Wage ($16.94 per hour)
	☐  Hourly Minimum Wage ($16.94 per hour)

	☐  Proposed Hourly Wage: $ 
	☐  Proposed Hourly Wage: $

	Hours Per Week:
	Number of positions:
	Hours Per Week: 
	Number of positions:



POSITION RATIONALE AND SAVINGS
Short Position Summary:




Annualized Savings:

Notes:

[bookmark: _GoBack](Please use reverse side of form or attach additional documentation to this form if necessary)
POSITION TIERS FRAMEWORK

Definition of “Essential”

A position is essential if removing it would cause one or more of the following within days, not over a semester: an office or service closes or goes unstaffed, a legally or contractually required function goes uncovered, a health, safety, or compliance obligation is unmet, or the University cannot deliver a service it has publicly committed to, such as published office hours, a funded program, or an accreditation requirement.  Convenience, historical practice, or the position simply making operations easier does not meet this bar on its own.  The test is operation failure, not operational strain.

Position Tiers: please select which tier this position falls under
	Tier
	Definition
	Examples

	☐  Tier 1: Mission Critical
	Meets the definition of essential above: removal causes an operational, safety, compliance, or legal failure within days
	Orientation staffing, Residence Life coverage, front desk/reception operations, food pantry staffing, core event operations

	☐  Tier 2: Operational Enhancement
	Supports service quality, efficiency, or student experience, but the core function continues (in reduced form) without it
	Marketing support, programming assistance, special projects, extended hours beyond baseline coverage

	☐  Tier 3: Discretionary
	Adds value for a specific event or initiative but has no ongoing operational dependency
	One-time event staffing, short-term projects, pilot programs



______________________________________________	    _______________________
Dean, Director or Department Head Signature	   	    Date

______________________________________________	    _______________________
Vice President					       	    Date

Once approved by the Vice President, this form should be scanned and emailed directly to Lindsay McKeegan in Human Resources – lmckeegan@hartford.edu

Final Disposition:    ☐  Approved	☐  Denied		______________________________	____________				                  ☐  Modified; see below		Human Resources			Date
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