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OP 4111.01/4211.01/4311.01
FILLING VACANT POSITIONS


The steps delineated here apply when a new position is established and/or an authorized position has become vacant.

When a position is open and prior to initiating steps to hire, a department director should consider the following questions:
· Is there still a need for the position?

· Might duties be reassigned?

· Does filling the open position represent the best use of funds?

After answering these questions affirmatively, a department director may choose to fill the position. Procedures for filling a position are similar to those for creating a position and the same form is used.
Purpose:  To fill a vacant position in a manner that effectively and efficiently maintains workflow and service.

Timeline:  Initiating a Notice of Personnel Action and receiving authorization requires a minimum of four working days. Filling a position may take seven weeks or longer depending on recruitment needs and the availability of candidates.

Procedures:

1. 
Supervisor determines need to fill a vacant position and completes Notice
of Personnel Action form.

2. 
Department Director approves Notice of Personnel Action and forwards to appropriate deputy or assistant superintendent.

3. 
Deputy or Assistant Superintendent reviews request, signs and forwards to Business Services.

4. 
Business Services verifies fund availability and budget code information and forwards to Assistant Superintendent, Human Resources.

5. 
Assistant Superintendent, Human Resources reviews request and determines the appropriate and necessary means of advertising and filling each position.

6. 
Assistant Superintendent, Human Resources shall notify department director of action to be taken to fill the position.
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