Mesa State College
Exemption Request Form

Use this form to make a request to exempt a position from the State Classified Personnel System.  Please provide responses to all of the questions that apply and attach any required documents as indicated.  The Exemption Request packet is then to be submitted to the Director of Human Resources.


Date of Exemption Request:       


    

I. General Information

Position Number:             
Department:
     





Title of Position:      
Title of person to whom this position reports:      
II. Exemption Requested – please check all of the following that apply.  Be sure to attach documents to this request as required by the different types of requests.   
 FORMCHECKBOX 

Newly created position – include a current organization chart and a detailed job description.
 FORMCHECKBOX 

Existing Classified position with changed responsibilities – include a current organization chart, a detailed job description and a statement of the changed responsibilities (both those added and those deleted) Include in the job description the approximate percent of time spent on each responsibility listed in the job description.
 FORMCHECKBOX 
 
Re-exemption –job title change only.  
 FORMCHECKBOX 

Re-exemption – change in job title and duties.  Please include a copy of both the old and new job descriptions along with a current organizational chart.
 FORMCHECKBOX 

Re-exemption – reporting relationship change.  Include a current organization chart, the previous organization chart.
 FORMCHECKBOX 

Reconsideration – due to a denial of a previous exemption request.  Include a detailed statement of why the original decision was not correct and a statement of why the position should be exempt.

 FORMCHECKBOX 

Other – include a statement that clearly explains the circumstances and conditions of the request, a current organization chart, and a detailed job description.
III. 
Statutory Exemption Requested:  Please check below the category under which this exemption is being sought.
 FORMCHECKBOX 

Officers and their executive assistants
 FORMCHECKBOX 

Employees in professional positions, including deans, directors, chairpersons, and professionals in academic and academic support positions

 FORMCHECKBOX 

Heads of administrative or academic departments or divisions and their principal professional subordinates

 FORMCHECKBOX 

Heads of those functions that are supported primarily by student fees and charges, including heads of residence halls and their professional staff

 FORMCHECKBOX 

Heads and professional staff of departments of intercollegiate athletics

 FORMCHECKBOX 

Heads of and professional staff involved in research and grant projects, and, for the duration of their initial appointment, individuals in grant-funded positions where funding is limited by a known expiration date of the research project or grant

 FORMCHECKBOX 

Professional employees of a governing board who have responsibility for or control of program operations or for the formulation, planning, and direction of the policies of the governing board or educational institution.

1. Is the position supported primarily by student fees or charges?   FORMCHECKBOX 
 YES     
 FORMCHECKBOX 
NO

2. If the position is a principal professional subordinate:

a. Explain how the position is involved in the research of policy or procedurally related matters, the coordination of functions, and the resolution of problems.
     
b. Describe how the position is qualified to act in the absence of the supervisor, including identifying both the range of activities that the position may undertake in the absence of the supervisor as well as those activities that requires subsequent confirmation by the supervisor or referral to others.     
3. If the position is a professional position other than a division or department head, director, or chairperson, explain how the position relates to the educational function of Mesa State College. Check all that apply.
 FORMCHECKBOX 

Continuing, adult, special or extension education programs;

 FORMCHECKBOX 

Instructional or educational media;

 FORMCHECKBOX 

Professional Counseling

 FORMCHECKBOX 

Student activity sponsors or advisors;

 FORMCHECKBOX 

Research and sponsored programs;

 FORMCHECKBOX 

Library services;

 FORMCHECKBOX 

Student personnel services;

 FORMCHECKBOX 

Professional staff with instructional responsibility of at least 50%;

 FORMCHECKBOX 

Principal Professional Subordinate

IV. Position Qualifications – If not provided on the job description, list the educational qualifications required for the position.


V. Certification:  I certify that the information provided on this Exemption Request Form is true and accurate to the best of my knowledge.

Dated this      day of             , 2010 .

By:      
             Signature and Job Title






Date
Department Review and Concur:

     

Signature and Job Title






Date

VP Review and Concur

     

Signature and Job Title






Date

--------------------------------------------------------------------------------------------------------------------------------

To assist the Budget Office, please complete the following:

Anticipated salary :       



F.T.E.      
Funding source
 FORMCHECKBOX 

Existing funding.  Explain      
 FORMCHECKBOX 

New funding
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