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Request for Salary Offer Approval Form
	OVERVIEW

	This form has been developed to document procedures for the recruitment and hire process to ensure the appropriate protocol is followed and approval is obtained for salary offers prior to offers being made. Requests for approval of salary offers will be made using this form and must be made and approved prior to extending any offers verbally or in writing. This form will be completed for each regular part-time or full-time classified or professional staff position to request approval for a salary offer. Employers are prohibited from asking an applicant for wage or salary history; and asking an applicant’s current or former employer wage or salary history. 

	POSITION INFORMATION

	Position Title

     
	Department

     
	Position’s Supervisor

     
	Proposed Start Date

     

	RECRUITMENT and SELECTION PROCESS

	List candidates who were interviewed, dates of interviews, and if interviews were in-person or virtual.  
     


	List candidates who had reference checks done. Provide the names of references contacted, working relationship to candidate and dates of reference checks. (At least 2 references MUST be checked for the final candidate, including the current supervisor, if applicable. When the finalist for a position is a current or former UW employee, you must obtain a reference from the candidate’s current (or most recent) UW supervisor. If the immediate supervisor is unavailable or if the employee asks that you not contact their current UW supervisor, contact UWT HR. UWT HR will also contact UW HR to request a review of the candidate’s official personnel record.
     


	SALARY OFFER REQUEST

	Final candidate

     
	Education

      
	Budgeted salary

$       /month
	*Proposed Salary

$      /month

*Proposed salary must not exceed job posting’s posted salary range.

*Classified position proposed salary must be a step from the job profile’s salary table.

	Is this candidate a current or former UW employee? (Current/former UW employees will require a Personnel Records Review to be conducted by UW HR.)   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   If yes, current/previous UW Department:      

	Explain rationale for salary offer to include description and years of relevant experience, along with departmental equity considerations.

     

	If proposed salary is higher than the previously budgeted salary, explain how the difference will be funded.
     

	Hiring Manager

	All the information provided above is accurate.  Forward completed, signed forms to UWT HR Box 358431.

	Name 

     
	Signature

     
	Date



Guidelines for filling a staff position
 FORMCHECKBOX 

Identify and assemble Search Committee.

 FORMCHECKBOX 

Read through all the resumes/cover letters.

 FORMCHECKBOX 

Select candidates for interview based on the job requirements and responsibilities.

A telephone screen tool can be used to further narrow the pool for interview candidates:

http://hr.uw.edu/ops/wp-content/uploads/sites/4/2016/06/telephone-screen-template.doc 
IMPORTANT for all recruitments for classified positions covered by the SEIU Local 925 bargaining unit: We are required to interview at least ONE employee currently covered by this bargaining unit.
 FORMCHECKBOX 

Prepare for candidate interviews and create a list of interview questions to be asked EACH candidate interviewed. 
Resource for sample interview questions: https://hr.uw.edu/talent/hiring-process/interviewing/behavioral-competency-based-interviewing/ 
 FORMCHECKBOX 

Review guidelines for providing candidates with disability accommodations as needed:

https://hr.uw.edu/talent/hiring-process/interviewing/accommodating-candidates-disabilities/ 
 FORMCHECKBOX 

Check references.

At least 2 references MUST be checked for the final candidate, including the current supervisor. If the final candidate is a current UWT employee, the employee's current supervisor must be contacted. You can use the UW Reference Check Template or develop your own:

https://hr.uw.edu/wp-content/uploads/sites/4/2024/02/reference-check-template-20240202.docx 
 FORMCHECKBOX 

Request approval for salary offer.
Contact UWT HR to discuss salary offer. PRIOR to extending an offer, the salary must be approved by HR and confirmed via email. Complete the Request for Salary Offer and Approval Form and submit to HR.
 FORMCHECKBOX 

Confirm acceptance of salary offer and start date. 
Contact HR once position is accepted by the final candidate.

 FORMCHECKBOX 

Notify applicants.

Contact any applicants interviewed and internal candidates not interviewed via phone to inform them that another candidate has been selected.  Be prepared to provide feedback to candidates if requested. Disposition all other candidates in UWHires – this serves as notification of their status for this search.
 FORMCHECKBOX 

Retain records.

Retain all documents used in the recruitment process for three years from the date the search process was completed. Documents can include candidate evaluation notes, interview notes, reference checking form, etc.
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