Revised October 6, 2010


Clinical Programs Vacancy Request 
Section I
Date Submitted: _____________________________________________
Department Name: _________________________ Cost Center: _________________________ 
Type Request: (check one) New ______ Replace ______ Transfer _______
If Replacement, what date did position become vacant ?  __________________
Job Title: ___________________________________ Position Number ____________________

Salary Requested: ____________What is the salary range determined/the Equity Tool: _____________
Section II

Is there an established target / workload standard?
______Yes

______No 











(If answered No go to 










Section 3)

What is department’s most recent performance relative to target?

Actual Performance __________________

Target ______________________
Is workload standard within the set goal for unit?  ______Yes


______No
Will filling this position result in the department exceeding standard?  __Yes
______No

Section III
Is the position supervisory/management?
_______Yes
________No 
If yes, how many employees is the position responsible for leading? 

Number of direct reports _______
Number of indirect reports ________
Total_________

How many positions of this type are in the department? _______________
If the position is responsible for patients, is the responsibility direct________  indirect ________

Will the position cover for another employee’s leave?  _____ FMLA     ______ LOA   ______Other

Specify __________________
Percent FTE of the position ____________ Work Schedule __________________

_____________________________________________________________________________________

Submitted by:
Department Director:  ___________________________________________________________

Administrative Review by: ___________________________________________________________
Actions: ____________ Approved
______________ Deferred
___________ Not Approved

Following Administrative Review, submit forms to Administrative Office (Cheri Hatfield).  Forms received by Monday noon will be reviewed by the VCC the following Wednesday.

