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 All positions require the signatures of two Sr. VPs, one of whom must be Sr. VP Administration / College Operations
 FORMCHECKBOX 
 New         FORMCHECKBOX 
 Replacement

 FORMCHECKBOX 
 Full-time         FORMCHECKBOX 
 Part-time
Process:

New Position Request
1. Department sends job description to HR and requests position classification.

2. HR returns job description with appropriate position title and level to department.
3. After department receives the job description, they email the Budget Office (use email FS-FPAR@lcc.edu) to confirm budget availability and FOAPAL (appropriate Sr. VP should be cc on email to get him/her in the loop).

4. Department then fills out Position Request Form and obtains signatures from their Divisional Leader and Divisional Sr. VP 
5. Department sends completed form with signatures along with job description and other correspondence and documents to the Budget Office (use email FS-FPAR@lcc.edu) for the creation of the position number.  (For all unbudgeted positions, the Budget Office will forward form to CFO for approval and signature) 
6. The Budget Office creates position number and sends completed form with job description to HR and notifies department.
7. Sr. VP over HR signs the form and HR notifies department and the Budget Office of status.
8. Department creates job posting in College’s Applicant Tracking System.
Position Replacement Request

1. Department completes Position Request Form (contacts budget and/or HR for necessary position information, as needed i.e. position number, position title and level, union status, FOAPAL, etc).

2. Department obtains signatures from their Divisional Leader and Sr. VP

3. Department sends completed form with updated job description to HR

4. Sr. VP over HR signs the form and HR notifies department and the Budget Office of status.
5. Department creates job posting in College’s Applicant Tracking System.
Failure to follow this process will result in the form being returned to department for completion.

	Position Title:      
	Position Number:       
(To be completed by Financial Services)

	 FORMCHECKBOX 
 Adjunct Non Instructional

 FORMCHECKBOX 
 Instructional Lab Faculty
 FORMCHECKBOX 
 Administrative

 FORMCHECKBOX 
 Professional

 FORMCHECKBOX 
 Advisor

 FORMCHECKBOX 
 Support

 FORMCHECKBOX 
 Faculty

 FORMCHECKBOX 
 Technical Specialist

 FORMCHECKBOX 
 Lab Tech
      FORMCHECKBOX 
 Maintenance

      FORMCHECKBOX 
 Police


	Date Position Request:      
Position Start Date:       
Position’s Division/Department:      
Position’s Supervisor:       
Supervisor Position #:       


	Assignment Category
 FORMCHECKBOX 
 Full-time Regular

 FORMCHECKBOX 
 Full-time Temporary


 FORMCHECKBOX 
 Part-time Regular

 FORMCHECKBOX 
 Part-time Temporary

Bargaining Unit:      
or

 FORMCHECKBOX 
 Non-Bargaining


	Temporary Assignments
Hired through:

 FORMCHECKBOX 
 Competitive Search

 FORMCHECKBOX 
 Appointment

Why is temp assignment needed:


 FORMCHECKBOX 
 Grant-Funded


 FORMCHECKBOX 
 Interim Replacement


 FORMCHECKBOX 
 Short-term need
	Job
 FORMCHECKBOX 
 Administrative

 FORMCHECKBOX 
 Administrative Hourly 

 FORMCHECKBOX 
 Cafeteria

 FORMCHECKBOX 
 Casual


 FORMCHECKBOX 
 Faculty

 FORMCHECKBOX 
 Faculty Non-Teaching

 FORMCHECKBOX 
 Maintenance

 FORMCHECKBOX 
 Police

 FORMCHECKBOX 
 Student

 FORMCHECKBOX 
 Support

 FORMCHECKBOX 
 TDT


Location
Additional Info
Work Terms
	Building: 
     
Room: 
     
	 FORMCHECKBOX 
Single 
or
 FORMCHECKBOX 
 Pooled 

Headcount:          FTE:      
	Scheduled work hours (per week): 

 FORMCHECKBOX 
 20 or more 

 FORMCHECKBOX 
 Less than 20


Classification/Wage



	Grade/Level (FT)      


	Salary (FT)      
	Hourly Rate (PT)      
	MPSERS Code      


Budget Information

	FOAPAL(s)  
	Percent (must equal 100%)

	     
	     

	     
	     

	     
	     

	
	Salary
	Benefits
	

	 FORMCHECKBOX 
 General Fund
	$      
	$      
	

	 FORMCHECKBOX 
 Grant Funds
	$      
	$      
	

	 FORMCHECKBOX 
 Other Funds
	$      
	$      
	

	Explain available resources for funding this position:       


	Comments for Budget Staff:      



	Justification

	Explain the critical need to replace position:       

	Explain the scope of impact on instruction:       

	


Approvals

	Divisional Leader                                               Date
	HR / Sr. Vice President Administration      Date

	Sr Vice President (Academic Affairs)               Date
	CFO                                                             Date

	Sr Vice President (Non Academic)                    Date
	President (Sr. VP positions only)                Date
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