
WMU Human Resources Hiring Freeze Exception Request Processes for Research and Sponsored 

Programs 

EXTERNAL FUNDING 

All students on external funding 
1. Department submits the student request through the HR electronic Workflow system as 

normal. 

2. Grants and Contracts is now on the review chain, reviews the request and, if approved, sends 

the VP for Research and Innovation (VPRI) the file via Teams. 

3. The VPRI reviews the request and, if approved, sends it to HR cc’ing the VP of that area and 

Dean (if appropriate) for informational purposes. 

4. HR processes the request no further review needed. 

 

All faculty or staff on external funding for temporary appointment. 
1. Department submits the temporary faculty/staff request through the HR electronic Workflow 

system as normal. 

2. Dean EMAILs their approval on the Hiring Freeze Exception Request Form and the summer salary 

form for faculty as a single PDF, if possible, to Grants and Contracts (grants-services@wmich.edu). 

The Hiring Freeze Exception Request Form is located on HR’s Website at 

https://wmich.edu/hr/forms/business.  PLEASE carefully check the Summer II calculations 

manually to account for the reduction in salary of 2.25 % July 1, 2020, the form does not account 

for that change. 

3. Grants and Contracts reviews the request, and, if approved, sends to the VP for Research and 

Innovation (VPRI) the file via Teams. 

4. The VPRI reviews the request and if approved sends to the Hiring Review Committee (HRC). 

5. The HRC reviews and informs the college and HR of their decision. 

6. HR processes the request. 
 

All staff and R positions on external funding for term appointment. 
1. Department submits the Position Authorization or Staff Transaction form request  

2. Dean EMAILs their approval on the Hiring Freeze Exception Request Form and Position 
Authorization or Staff Transaction form as a single PDF, if possible, to Grants and Contracts 
(grants-services@wmich.edu). The Hiring Freeze Exception Request Form is located on HR’s 
Website at https://wmich.edu/hr/forms/business.   

3. Grants and Contracts reviews the request, and, if approved, sends to the VP for Research and 

Innovation (VPRI) the file via Teams. 

4. The VPRI reviews the request and if approved sends to the Hiring Review Committee (HRC). 

5. The HRC reviews and informs the college and HR of their decision. 

6. HR processes the request. 

 

INTERNAL FUNDING 

All students on internal funding for research purposes (internal grants, start up) 
1. Dean EMAILs their approval on the Hiring Freeze Student Exception on Internal Funding Request 

Form to the VPRI (terri.kinzy@wmich.edu). Supporting documents should be included within the 

PDF for funds not overseen by ORI such as honors college and other college grants.  

2.  The VPRI reviews the request and, if approved, send to the Provost and cc’ing the Dean and HR. 

3. When Provost approves the request, department submits student Workflow form and HR 

processes. 
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All staff on internal funding for research purposes (internal grants, start up) 
1. Dean EMAILs their approval on the Hiring Freeze Exception Request Form to the VPRI 

(terri.kinzy@wmich.edu).  Supporting documents should be included within the PDF for funds not 

overseen by ORI like start up.  

2. The VPRI reviews the request and, if approved, sends to the Hiring Review Committee (HRC). 

3. The HRC reviews and informs the college and HR of their decision. 

4. The department does the following: 

a. Temporary Appointment: hiring department completes and submits the appropriate 

Workflow form and HR processes. 

b. Benefits Eligible Grant Funded position: hiring department requests Position 

Authorization form from the Budget Office. 
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