Guidelines for Assigning and Using Position Numbers

Create a New Position Number
HR will create a new position number only when a position number has not been assigned to a position in a department.  In order for HR to do this, you must complete the “Reports to” (#13) field on the PAF.  We will create a new position number when:

· A new faculty member is hired into a job that either did not previously exist or was not previously assigned a position number.

· A faculty member transfers to another department.
· Faculty changes from part-time to full-time.

· Faculty moves to another faculty type (adjunct, NTT, or TT)

Use an Old (Previously-Assigned) Position Number
You should reuse a position number for all promotions and internal moves within your department except when someone moves from adjunct to full-time, or NTT to TT.  (In these cases, a new position number is needed, as noted above.)  You must complete the “Position Number” (#8) and “Reports to” (#13) fields on the PAF.  You should reuse a position number when:

· A faculty member is promoted within your department. 

· A new faculty member is hired into a job that had been previously assigned a position number, but the incumbent is no longer in the job. 

· A faculty member is rehired back into a position he or she previously held.  

*STUDENT AND TEMPORARY TITLES

For all student and temporary titles, departments should complete only the #12 field on the PAF – “SupID.”  This is the Supervisor Employee ID number.  

· Do not complete “Position Number” (#8) or “Reports To” (#13) fields.

In summary, to assure that position numbers are properly assigned:
· The department should first check Job Data in PeopleSoft to see if the person already has a position number.

· If no position number has been assigned, the department should make sure to complete the “Reports To” (#13) field on the PAF so that HR can assign a position number.
· If the faculty member’s position has changed, i.e. moved from part-time to full time or moved to another faculty type (Adjunct, NTT, or TT), a new position number will be assigned by HR.  (Be sure to complete the “Reports to” field.)

· If the faculty member comes to your department from another department, a new position number will be assigned by HR.  (Be sure to complete the “Reports to” field.)

· If a faculty member is promoted in a title within your department, you should reuse the same position number. 

