ANGELO STATE UNIVERSITY
POSITION JUSTIFICATION FORM

	Department:
	[bookmark: Text2]     
	Hiring Manager:
	[bookmark: Text1]     

	Position:
	[bookmark: Text3]     
	Type of Position:
	[bookmark: Check5][bookmark: Check6]|_|  Faculty         |_|  Staff

	[bookmark: Check1][bookmark: Check2]|_| New Position   |_| Replacement Position
	Funding Source:  
	[bookmark: Text4]     

	Pay Grade:
	[bookmark: Text5]     
	Min Salary:
	[bookmark: Text6]     
	Mid Salary
	[bookmark: Text7]     
	Max Salary
	[bookmark: Text8]     

	[bookmark: Check3][bookmark: Check4]Job Description Attached:   |_| Yes   |_| No

	Until further notice, all vacant positions are reviewed by the assembled vice presidents and a recommendation for hiring or non-hiring is forwarded to the president for his review and action.  In order to come to a well-reasoned recommendation, all immediate supervisors are to complete this form for each vacant position, including faculty positions.  Each of the three categories is to be completed.  Forms that are submitted only with Action One (re-hire) will not be accepted.



	For purposes of discussion, “essential” within the context of hiring review is defined as a position whose scope of functions and responsibilities, under the judgment of the supervisor and the appropriate vice presidents, cannot be shifted to or absorbed by other employees due to the skills required or complexity of services provided.

	

	[bookmark: Check7][bookmark: Check8]ACTION ONE: (Check one)  |_| Re-hire for current position with existing responsibilities or  |_| establish a new position

	What is the current budgeted annual salary?
	[bookmark: Text9]     

	What would be the recommended annual salary (if different)?
	[bookmark: Text10]     

	Provide an overview of responsibilities.

	For Faculty: Courses to be taught, enrollments, specialization, contributions to general education support, etc. 

	[bookmark: Text11]     

	For other positions: specific information regarding scope of duties

	[bookmark: Text12]     

	Provide specific justification for re-hiring for this position or establishing a new position.

	What makes this position essential for immediate hiring?

	[bookmark: Text13]     

	Will services to/programs for/instruction of students be negatively impacted if the position is not immediately filled?

	[bookmark: Check9][bookmark: Check10]|_| Yes   |_| No    Why?

	[bookmark: Text14]     

	Timing:

	[bookmark: Check11][bookmark: Check12]Hire Immediately (for reasons cited above):  |_| Yes    |_| No  

	If no: Hire Date: 
	[bookmark: Text15]     

	Why must the position be filled immediately?

	[bookmark: Text16]     

	What are projected cost savings if hiring is postponed to date noted above?

	[bookmark: Text17]     

	

	ACTION TWO: Implement an overview of alternative options that could maintain basic services and result in cost savings

	Provide an overview of alternative approach, including such tenets as, for example, revised duties, reassignment to other functions.

	[bookmark: Text19]     

	Provide any cost savings that may be accrued.

	[bookmark: Text20]     

	What will be the impact (both positive and negative) of this alternative:

	On instruction (if applicable)?

	[bookmark: Text21]     

	On services (if applicable)?

	[bookmark: Text22]     

	On administration functions (if applicable)?

	[bookmark: Text23]     

	

	ACTION THREE: Eliminate Position

	How will current duties be distributed? Provide details and indicate impact on other duties performed by the employee/s to whom these duties will be assigned.

	[bookmark: Text25]     

	What will be the impact (both positive and negative) of eliminating this position: 

	On instruction (if applicable)?

	     

	On services (if applicable)?

	     

	On administration functions (if applicable)?

	[bookmark: Text24]     




	Submitted by: 


 		     Print						              Signature

	Approved by Supervisor (if applicable):


					Signature

	Date of submittal:




	VICE PRESIDENT REVIEW


	To be completed by the Vice Presidents following review



	Date: 



	[bookmark: Check15][bookmark: Check16]Position approved for immediate external posting:   |_| Yes         |_| No



	Action Taken: 
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