
Vacant Position Review Process 

This form is used to review all current permanent positions that are vacant due to a 
separation in employment (resignation, retirement, etc.) or an employee transfer to 
another SMSU position. 

1. Supervisor and Vice President discuss the vacant position and determine:
• Whether the position is essential and needs to be filled or can be eliminated
• Whether the position can be combined with any other position to increase operational

efficiency
• Whether the position can be filled at a reduced level (part-time, less than 12 months,

etc.) because of use of best practices, increasing efficiency, better utilization of
technology, etc.

Contact Human Resources to review contractual processes involved in position changes. 

2. Supervisor uses the information above to complete the Vacant Position Review form.

3. For classified positions, supervisor also completes the “Position Roster”
http://www.smsu.edu/administration/humanresources/?id=290 .

4. For unclassified positions, supervisor also completes “Faculty/Unclassified Hiring Authorization 
Form” http://www.smsu.edu/administration/humanresources/?id=290 .

5. Supervisor updates or drafts position description.
For updates, contact Human Resources to review revised position description and discuss if
the position may need to be reclassified and clarify the process of reclassification.  If the
position description is new, contact Human Resources for advice, to review the position
description, and to begin the classification process.

6. Supervisor creates a packet consisting of the Vacant Position Review form, either the
Position Roster or Hiring Authorization, and the position description draft and submits to the
Vice President for review and approval.

7. Vice President brings the plans for changes to staffing to Cabinet for review and the
President's approval.

8. Vice President forwards approved packet to the Vice President for Finance and
Administration to confirm funding.

9. VPFA confirms funding, contacting the supervisor with questions, and forwards the
packet to Human Resources.

10. Human Resources contacts the supervisor to discuss the position description.

11. When the position classification process is complete, Human Resources posts the
position for any applicable bidding, layoff and claiming.

12. Positions not filled through the bidding, layoff or claiming process commence with a
search.

http://www.smsu.edu/administration/humanresources/?id=290
http://www.smsu.edu/administration/humanresources/?id=290


VACANT POSITION REVIEW 

Complete form and print off for signatures 
Position Title: 
Department: 
Classification 
Bargaining Unit Was/is this position in the budget? 
If this position is not essential, will this position be eliminated?  
Please explain: 

Is this position essential to continued operations?  
Please explain: 

Can this position be combined with any other position(s) or can the program or department be 
restructured to increase efficiency of operations? 
Please explain: 

Can this position be filled on a less than 12 mo basis, part time or less than 1.0 FTE, or other?  
Please describe and explain: 

Has the position description been reviewed to determine if the position meets the current needs of the 
department/division? 

Signatures: 

__________________________________________________________ 
Dean/Director/Supervisor     Date 

    Approved:   Yes   No __________________________________________________________
Vice President/Provost      Date 

___________________________________________________________     Approved:   Yes   No 
President       Date 

___________________________________________________________ 
Human Resources Director    Date Received 
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