
Staffing Form Process for New, Modified, and Replacement Positions
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Complete section 1 for all 
vacancies or modifications to 

position (ie. Changing buildings, 
grades, positions, shifts)

Is this a new or 
modified postion?

Complete Section 2a 
and attachments, 

forward to HR

HR will secure Cabinet 
signature for section 2a

HR will secure Business 
Manager signature and 

budget code

HR will complete 
section 3a and post 

position

Programs complete names 
of candidates and person 

recommended for for 
vacancy

Sign recommendation and 
forward to HR

HR will contact 
candidate and extend 

salary package

Complete top half of 
section 3a and forward to 

HR for replacements

Yes

No

Copies of Notice of 
Assignments / Contracts 

will be forwarded to 
buildings as confirmation 

of completion

HR will determine salary 
placement and start date

HR will post a vacancy of a 
current position 

immediately upon building 
notification 

Summary: Buildings will need to fill out only 3 sections at most. Always fill out section 1. Then depending if the position is new or 
modified they will fill out section 2a and 3b. Or, if the position is the same and vacant, the buildings complete sections 3a (top) and 

3b. HR will complete the rest of the sections. Some exceptions may occur and we will have to work through those together.


