To:

HR Partners, Senior Business Officers



and Home Department Coordinators





From:  
Kathleen Muche′


Compensation Manager



Compensation Office, Personnel Services



Date:
November 6, 2008
Subject:
Staff Compensation Transactions During Hiring Freeze

By now you have received an email from C. L. Max Nikias, Executive Vice President and Provost, and Todd Dickey, Senior Vice President for Administration concerning the hiring freeze that is effective November 6, 2008 through June 30, 2009.  Job postings during the hiring freeze, as well as requests for additional compensation, will require the approval and signature of the Provost for schools and other departments that report to him or the Senior Vice President for Administration for all other departments.  The transactions affected include:
· job postings:
· postings of new positions,

· new posting of existing positions,

· continued posting of currently posted positions; and

· requests for additional compensation:

· all mid-year pay increases;

· all bonuses;

· all regular overloads; and

· all staff overloads for teaching.

To assist you with these transactions, we have developed new guidelines, procedures and forms that are located at http://www.usc.edu/dept/personnel/comp/.

Later today, Employee Recruitment Services will be sending HR Partners a report of all current job postings.  To retain any of these reported postings, Section 1 in the Staff Posting and Classification Procedures must be followed. 
Should you have any questions, please contact the Compensation Office at x18280 or HSC Personnel Services at x21011.
cc:  Janis McEldowney 
Sharon Haymond
Maria Chacon

Mary Campbell  

