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POLICY:  

In an effort to improve the tracking of new hires and personnel transfers within the organization, Cumberland Heights has implemented the use of the Requisition for Personnel form.  The use of this form will assist in maintaining the position control, which is a specific outline of the budgeted number of Full Time Employees (FTEs) and job positions in each department.
PROCEDURE:

When requesting to add a new and/or additional position or change an existing position, the following steps should be taken by the department manager:

1. The Requisition for Personnel form should be completed thoroughly, including proposed status, salary range, and job requirements.
2. The completed and signed Requisition for Personnel form is signed by the department manager and submitted to his/her supervising executive manager for review and approval.

3. Upon approval by the supervising executive manager, the completed and signed form is submitted to the Human Resources Specialist for review.

4. If a new position is being requested, the department manager will need to schedule a meeting with the HR Specialist to develop a job description and competencies.

5. If an additional position is being requested, the department manager should submit supporting data and information to explain the need for the additional position.

6. The HR Specialist will review requisitions for new and/or additional positions with the Associate Executive Officer or designee for final review and approval.

7. Upon final approval of the Requisition for Personnel form, the department manager is notified and can begin the recruitment process in conjunction with the HR Specialist.

8. Should additional information be required, the department manager and supervising executive manager will be scheduled to meet with the HR Specialist, Associate Executive Officer or designee for further review and discussion.
