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	VACANCY REVIEW REQUEST

	Job Title: ____________________________________________________________________ 
Current Budgeted Salary Schedule/Range:________________ Proposed Salary Schedule/Range: $ ______________

Department: ___________________________________________________ Supervisor:  ________________________________________________

 FORMCHECKBOX 
  Administration
 FORMCHECKBOX 
  Staff/Technologist

 FORMCHECKBOX 
  Classroom Assistant

 FORMCHECKBOX 
  Non-Classroom Faculty

 FORMCHECKBOX 
  Other __________________
Funding Source:
 FORMCHECKBOX 
  Regular FIT Account

 FORMCHECKBOX 
  EFFI

 FORMCHECKBOX 
  Student Housing Corp.

 FORMCHECKBOX 
  Staff Housing Corp.

 FORMCHECKBOX 
  Student Faculty Corp.

 FORMCHECKBOX 
  Grants/Fees
 FORMCHECKBOX 
  Part-Time

 FORMCHECKBOX 
  Full-Time

 FORMCHECKBOX 
  Permanent

 FORMCHECKBOX 
  Temporary(1)
 FORMCHECKBOX 
  Acting(2)
 FORMCHECKBOX 
  Seasonal Temp
If Acting/Temporary,

From (date):  ________

To (date):  __________

(1) Hired to cover emergency situations for a period of time.

(2) Works in the absence of a permanent employee for a period of time.
 FORMCHECKBOX 
  Replacement            FORMCHECKBOX 
  New Position Request
 FORMCHECKBOX 
  Replacement and Reclassification Request
Position # ________
Status:  Indicate whether “New Position,” or insert name of previous incumbent and reason for replacement, eg. Resigned, retired, terminated.

___________________________________________
___________________________________________

Approximately how long was the previous Incumbent in the 
position?___________________
Work Schedule/Weekly Hours: _______________________________________________________ Date Needed: _________________________

Please attach a job description and a table of organization for this position.
JUSTIFICATION:
Are the duties of this position changing?    Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
  
How does this position support the goals of the strategic plan?

How do the changes in this position foster the attainment of the strategic direction of the College?

How does this position support service delivery to students, faculty/staff?

Has there been automation or business process reengineering in the area where this position is located that may change how the future incumbent in this position will carry out his/her assignments?  
How has this position evolved, particularly if it has been filled with the same employee for a significant period of time?

What would be the consequences of not filling this position?

Other:

Requested by:                                                                                      Endorsed by:

___________________________________________________________             __________________________________________________________
Supervisor                                                                                Date
                     Senior Administrator/Dean                                                Date
VACANCY REVIEW COMMITTEE ACTION

COMMITTEE  RECOMMENDATION    FORMCHECKBOX 
  Approved     FORMCHECKBOX 
    Disapproved  _________________________________________________________

Comments:
President’s Approval:
Date:



_________________________


	REEVALUATION COMMITTEE ACTION

	Position Upgraded:      FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No
	Position Downgraded:      FORMCHECKBOX 
  Yes          FORMCHECKBOX 
  No

	New Title: _____________________________________________________________________________________  Sal.Sch: ___________________

Action Approved by Committee Members below:

_________________________________________________    _______________________________________________  Date: ___________________

President/President’s Designee Approval:

_________________________________________________    Date: ___________________
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