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I.
Introduction:

In the Fall of 2002, Valdosta State University initiated an approval process for position review and management for the following purposes:
· To facilitate strategic use of the university’s resources,

· To increase the university’s ability to respond to shortfalls in state revenues, and

· To consider new or collaborative ways to achieve the University’s mission in conjunction with the Strategic Plan.  

All position changes require a Position Management Form (PMF) as an authorization for action.  All approved PMF forms, with a job description attached, should be sent to the Human Resources office for review.  

Position changes for the Educational and General budget requiring additional funding will be forwarded to the Budget Advisory Council for approval.  Examples include new positions or a change in a current position that requires additional funding.  In this situation, a Budget Amendment Request Form should accompany the Position Management Form.

II.
Process:

The position management process was built on the Position Management utility that exists in the PeopleSoft Human Resources Management System.  Following are the concepts and process flow for Position Management Forms:

1) The Department Head, Director or Principal Investigator should complete a Position Management Form, attach a job description and forward them to their supervisor and the Cabinet Level officer for approval. 

2) The form and specific line instructions are located at http://services.valdosta.edu/financial/budget.aspx.  Human Resources and Employee Development is available for consultation regarding general employment issues as well as proposing reorganizations to maximize the use of funding.  

3) Responses to the following questions must accompany a request for a new position only.  These questions are provided on page two of the Position Management Form also:

· Explain the new position’s relationship to the institutional mission including its connection to the Strategic Plan.

· Will the new position have direct impact on classroom instruction?  Provide supporting information/data.

· Explain the level of current staffing and the impact of not adding the new position.  Support with data (number of students served or other services provided, workload required, hours of availability, etc).

· What internal reorganization has been considered? Are there any duplicative functions that are handled or could be handled elsewhere in the University? 

· What are the requirements of the new position – what skills or background are necessary?  Are there current VSU faculty/staff who meet the requirements?  Would an internal hire for the new position be appropriate? 

· Could the function be accomplished via out-sourcing, temporary employees, or students?

· Explain the requested budget amount and funding source.

· What are the implications for the University’s mission if the position is not approved?
4) After reviewing for information and accuracy as well as obtaining appropriate 

Signatures, the form should be forwarded to Human Resources and Employee

Development.

5) Human Resources and Employee Development will review the request from a university-wide perspective and make suggestions about reorganization, compensation or reclassification.  They will check the pay level to verify that it is consistent with the VSU pay plan and policies.  They will also confirm compliance with state and federal laws and regulations regarding wages and salaries.  

a. If the request does not require additional funding and is approved by Human Resources and Employee Development, the position will be posted for hire using the job description as a guide.  The department may proceed with the hire(s) when suitable applicants are identified.  Reorganizations without additional funding requirements may be approved by the signature of the Director of Human Resources and Employee Development and the Vice President for the functional area or the President if the department reports directly to the President.  The form will be forwarded to Budget Services for processing and filing.  It will not be reviewed by the Budget Advisory Council and there will not be further notification necessary.

b. If the request is for an Educational and General position that requires additional funding and is approved by Human Resources and Employee Development, the position request form will be forwarded to the Budget Advisory Council for approval.  The form will be sent to Budget Services where it will be logged for consideration at the next regular Budget Advisory Council meeting.  Forms must be received by Budget Services before 5:30 Wednesday evening in order to be reviewed at the Budget Advisory Council meeting on the following Friday morning.  Budget Services will notify the requesting department, the related Vice President and Human Resources and Employee Development of the Budget Advisory Council’s actions as soon as possible after the meeting.  

c.  In all cases, positions will not be approved for posting unless the annual leave payout can be funded from within the department.  If there is a critical need to hire on this position prior to that time, the request must be made in writing to the next level supervisor within the organization  and approved by the appropriate Vice President. This approval must be attached to the PMF and sent to Human Resources who will then present it to the Budget Advisory Council for funding if available.  A hire may not occur until the funding is identified.  An overlap of two employees in the same position within the same time period will not be funded. Other measures to fund this type of situation may be explored.
d. If the request is NOT approved by Human Resources, the position request form will be returned to the Cabinet Level Officer or Director.

6) The Budget Advisory Council will review Educational and General position management requests requiring new funding.  If necessary, the Council will make recommendations to the President.

7) After Budget Advisory Council consideration, Budget Services will notify the form’s initiator, the divisional Vice President or Cabinet Officer and the Human Resources and Employee Development Department of the request’s status.

8) Upon approval, Budget Services will make necessary changes in the Human Resources Management System position data and department budget table panels.  Budget Services will provide copies of the Position Management Form to Human Resources and Employee Development for their files and to make changes on the employee’s job data panels when necessary.  Once the system is updated, the original Position Management Forms will reside in Budget Services.  

