Staff Request Form 
Instructions for Justification of Faculty/Staff Line
Purpose of the Form
This form is used to request approval for a new or replacement faculty/staff position. It ensures that all relevant factors—strategic, financial, operational, and compliance-related—are considered before a position is approved. Use of the form also promotes consistency across departments and facilitates equitable decision-making.
When submitting a request for a faculty/staff line, the requestor must provide:
· An organizational chart showing the department structure before and after the proposed position.  
· A summary of personnel costs before and after the proposed change, including salary and fringe for the department.  
· A statement indicating whether the request involves a new job description, a realignment of existing responsibilities, or the elimination of other duties or positions. 
The supporting documentation helps clarify the strategic intent and operational impact of the request.

Step-by-Step Guidance
1. Complete Basic Position Information
Fill in the following fields:
· Department: Name of the requesting department.
· Budget Title: Budget title is the official Bargaining Unit title.
· Campus Title: Official title of the proposed position.
· Program: Academic or operational program the position supports.
· Faculty or Non-Instructional: Indicate whether the position is instructional (faculty) or non-instructional (staff).
· Employment Status: Specify if the position is full-time, part-time, temporary, etc.
· Replacement or New Line: Indicate whether this is a replacement for an existing position or a new request.
· Previous Incumbent: If applicable, name the person who previously held the position.
· Previous Salary: Provide the salary of the previous incumbent.
2. Describe Position Changes and Requirements
· Salary/Duty Changes: Note any proposed changes to salary or responsibilities.
· Expertise Requirements: List required experience, skills, and educational qualifications.
· Expected Salary Range: Provide a realistic salary range based on bargaining unit, market and internal benchmarks, as it applies to the position requested.
3. Provide Program and Enrollment Context
· Enrollment Trends: Include 5-year enrollment data for the program supported by the position.
· Teaching Opportunities: Indicate if the position includes teaching responsibilities.
· Revenue Potential: Describe how the position could contribute to revenue-generating activities.

4. Assess Operational Impact
· Overtime Costs: Estimate costs incurred if the position remains vacant.
· Risk Assessment: Check all applicable risks (Strategic, Financial, Operational, Compliance/Health & Safety, Reputational).
5. Address Timing and Feasibility
· Anticipated Fill Date: Provide the expected start date.
· Vacancy Impact: Describe consequences of leaving the position vacant for 60, 90, or 120 days.
· Part-Time Feasibility: Indicate whether the position could be part-time and justify if not.
· 12-Month Justification: If requesting a 12-month position, explain why it cannot be 10 or 11 months.
6. Demonstrate Institutional Alignment
· Cross-Departmental Benefit: Identify other departments that would benefit and explain how.
· Recruitment & Retention: Describe how the position supports student success.
· Diversity, Equity, and Inclusion: Explain how the position advances DEI goals.
· Critical Need Statement: Summarize why the position is essential.
· Additional Comments: Add any other relevant information.
7. Faculty-Specific Requirement
If the request is for a faculty position, attach the Full-Time Faculty Search Request Form, which includes:
· Faculty rank
· Justification for why adjuncts or extra service cannot cover courses
· Anticipated courses to be taught by term
8. Obtain Required Signatures
· Department Chair/Director: Sign and date the form.
· Vice President: Sign and date the form after review.

Tips for Submission
· Ensure all fields are completed before submitting.
· Attach supporting documentation (e.g., enrollment data, search request form).
· Submit the form according to your division’s internal deadlines and procedures.



Staff Request Form - Justification for Faculty/Staff Line
	1. Complete Basic Position Information

	Department:
	

	Budget Title:
	
	Campus Title:
	

	Program:
	

	Faculty or Non-Instructional:
	☐    Faculty
	 ☐    Staff

	Employment status:
	☐    Full-time
	☐   Part-time
	☐   Temporary

	Is this a new line, replacement or renewal?
	☐     New
	☐    Renewal
	 ☐    Replacement
	☐   Change In Title/Promotion

	Who was the previous incumbent?
	

	Previous incumbent’s salary?
	

	2. Describe Position Changes and Requirements

	Note any proposed changes to the salary or responsibilities:
	

	What level of expertise: Experience, skills, degree requirements?
	

	What is the expected salary range?
	

	3. Provide Program and Enrollment Context – if applicable

	Include 5-year enrollment data for the program supported by the position:
	

	Indicate if the position includes teaching responsibilities:
	

	Describe how this position could contribute to revenue generating activities (e.g. non-credit programming, summer programs, etc.)?
	

	4. Assess Operational Impact

	Are there overtime, extra service, or adjunct costs associated with not filling this position or delaying approval?
	

	Estimate the costs of overtime, extra service or adjunct cost, if the position remains vacant:
	




	Risk Assessment: Check all applicable risks.
	 ☐ Strategic

	 ☐ Financial
	 ☐ Operational
	☐ Compliance/
Health and Safety
	☐  Reputational

	5. Address Timing and Feasibility

	Anticipated Fill Date:
	

	Describe the consequences of holding the position vacant for 120 days?
	

	Could this position be filled part-time? If not, why not?
	

	If a 12-month position is requested, please justify why the position cannot be 10 or 11 months.
	

	6. Demonstrate Institutional Alignment

	Cross-Departmental Benefit: Identity other departments that would benefit and explain how.
	

	Recruitment & Retention: Describe how the position supports student success.
	

	Diversity, Equity and Inclusion: Explain how the position advances DEI goals.
	

	Critical Need Statement: Summarize why the position is essential.
	

	Additional information and comments.
	

	7. Faculty-Specific Requirement

	If the request is for a faculty position, attach the Full-Time Faculty Search Request Form which includes, Faculty rank, justification for why adjuncts or extra service cannot cover course, and lists the anticipated courses to be taught by term.



8. Obtain Required Signatures – prior to entering a Request to Fill in Interview Exchange


Department Chair/Director	Date

VP	Date
