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PURPOSE
To set policy and procedures for the administraiod compensation of acting appointments.
ACCOUNTABILITY

The Vice President for Human Resources shall ersamgpliance with this policy. The Director of
Compensation and Benefits Services shall implertesipolicy.

APPLICABILITY

This policy applies to staff employees only (nootfidy).

IV. DEFINITION:

Acting Appointment - The appointment of a staff dogee to another position on a temporary basis
due to the business needs of the school or opgnatiih.

V. POLICY
Prior to the beginning of an acting appointmerg, sbhool or operating unit shall submit a request
and consult with Human Resources Compensation &= ensure the following:
1. The appointment must cover a period of at leastyt(B0) days.
2. An acting position is not posted. However, in thseof a vacancy, the regular position shall be
posted at the same time the acting appointmentsccu
3. The acting appointment must integrate the assighofeduties and responsibilities
corresponding to the job description of the vacahcgvers and must be assumed on a full-time
basis.
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4. In some departments, individuals may take on amlthiiassignments and responsibilities at a
higher level while maintaining their current job folimited duration and this also can be treated
as an acting appointment.

5. For acting appointments that do not cover an estad position, at a minimum, a list of duties
and responsibilities must be submitted to Comp&rs&ervices for review

6. In all cases, the appointee must possess the egqgiitts as stipulated in the job description or list
of duties and responsibilities of the acting tiflbe appointee’s background will be reviewed by
Compensation Services to ensure that such empsatesties the minimum requirements.

7. Where a staff employee fails to meet the minimuquir@ments for an acting appointment, but is
performing duties associated with the positionappropriate acting classification and level of
pay, if warranted, will be determined.

8. For acting appointments, the normal promotionaryahdjustment policy will apply.

9. For non-managerial positions, an acting appointrabatl not exceed a one (1) year time period.
Any request for extension beyond one (1) year rbastubmitted to Compensation Services prior
to expiration, and must be accompanied by a jaatifin for the extension.

10. All positions currently occupied by an acting apynient will be filled through the normal job
bidding process.

11. Experience acquired during an acting appointreieall not be considered if the appointee applies
for such position.

By Direction of the President:

Vice President for Human Resources
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