

Position Management - Emerging Needs Request Form
Background: Each area on campus is required to perform an annual review of all filled and vacant lines. The review will be performed annually during the Budget Planning Process (BPP). This includes regular staff identified under Personal Service Regular. The position management process will allow for emerging needs to be brought forward for approval, between budget cycles, outlined in BPP. The decision to approve a position and/or a position change, resides with the President (or designee).
Backfill: Backfill of a vacant position is allowable. The maximum amount that can be requested from the previous position is 10%.
Exclusions: The following position requests are excluded from the emerging needs process during fiscal year 2025/2026:
Renewals of term appointments, permanent-continuing appointments, separations Part-Time Faculty Appointments for Temporary Service/Summer/J-Term Adjuncts
Budgets should be established and monitored for adjunct expenses
Faculty extra service for teaching related duties (ex. Overload, capstone projects, Course By Contract, etc.) Appointments funded by self-sustaining sources (ex. ITEC)
Funded by an outside source/grant (ex. social justice grant, Foundation, UP-8, etc.)
Approvals and outcomes will be communicated to the requesting area with next steps, via email.
Timeline: Emerging Needs Requests will only be reviewed monthly. Please plan accordingly.


Nature of Request *

[image: ] Creating a NEW budgeted position [image: ] Filling/Replacing an existing position [image: ] Salary increase and/or promotion [image: ] Extra service/Also receives
[image: ] Temporary appointment [image: ] Other

What has created the need for this position and what is the impact to the campus? *





[image: ]How is the work currently being done and by whom? How many similar positions do you have within the department and/or other departments? *





Please upload a Current Employee Change Form. (Non-anonymous question) *






Please upload Job Description and Performance Program. If there is a promotion, please provide the current job description and the proposed job description with changes highlighted. The appropriate campus job description format is required, or the request will be returned. (Non-anonymous question[image: ]) *	





Please provide an organizational chart. (Non-anonymous question[image: ]
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