Link to the University Processes Guide http://www.eiu.edu/~bpguide/
POSITION NUMBER GUIDELINES

1. Approved position authorization request (PAR) forms for administrator, faculty and civil service positions will be assigned a position number by Human Resource personnel.  


2. A permanent position is defined as a position that continues from year to year, even though the employee contract filling that position may have a specific ending date.  A permanent position may have more than one contract, each of which could have different status codes.

3. A non-permanent position is a position that has a scheduled ending date and must have a new PAR to be extended or renewed.     
4. Human Resources will be the sole distributor of completed, approved PAR forms.

5. Vacated permanent position numbers will be reviewed each fiscal year (in May) with the area Vice President to decide if the position number may be reused or if the position should remain vacant
6. Vacated non-permanent position numbers may be reused immediately.

Faculty and Administrative & Professional (A&P)

including Academic Support Professionals (ASP)

Position Number Prefix:

A
A&P and ASP 

B
Department Chair

F
Faculty

M
Temporary or lump sums (NO BENEFITS ACCRUED)

Position Number:

A
001 – 999, 001X – 999X:  A&P and ASP Permanent positions

(X signifies 1000 series because we ran out of position numbers)

A
800T - 999T:  A&P and ASP Non-permanent positions

B
001 - 999:  Department Chairperson Permanent positions


There are typically no Non-Permanent positions for Department Chairpersons

If a permanent A or B position is vacated:

· if the workload is distributed among existing employees,

· the position will remain vacant until a replacement is hired

· if a replacement is not hired, the A position number will be reviewed with the area Vice President to decide if the position number may be reused or if the position should remain vacant

· if a permanent replacement is hired, the position number remains the same, and the C (continuing) status code on the contract remains the same 

· if a temporary (acting) replacement is hired only until a permanent replacement is hired, the position number remains the same, an A (acting) suffix will be added to the position, and the C (continuing) status code on the contract remains the same

If an employee with an A or B position is on leave:

· regardless if a replacement is hired, the employee on leave remains in the position

· if a replacement(s) is hired to assume the assignments of the employee on leave, the replacement(s) will be assigned the existing position number with an S suffix (U, W, Y, Z suffixes are used when hiring multiple replacements)

F
001 – 999, 001X – 999X:  Faculty Permanent positions
F
700T - 999T:  Faculty Non-Permanent positions 

(workload is greater than or equal to 50%; in the faculty bargaining unit B, or in the process of qualifying for the faculty bargaining unit B)

If a permanent F position is vacated:

· if the workload is distributed among existing faculty, and a replacement is not hired, the position will remain vacant until a replacement is hired

· if a replacement is not hired, the F position number will be reviewed with the area Vice President to decide if the position number may be reused or if the position should remain vacant

· if a replacement is hired

· if the newly hired replacement is tenure track, the position number and R (regular) status code remain the same

· if the newly hired replacement is non-tenure track

· the permanent F position number will remain vacant until a tenure track faculty is hired

· a FxxxT position number will be created if the workload is greater than or equal to 50% for the academic year
· or an M992 position will be used if the workload is 49% or less, or less than 9 months
If a faculty member is on a leave of absence or has a sabbatical assignment:

· regardless if a replacement is hired, the employee on leave remains in the position

· if the faculty member is on disability leave, an L suffix will be added to the position number

· if the replacement(s) hired to assume the assignments of the faculty on leave is non-tenure track

· an FxxxT position number will be created if the workload is greater than or equal to 50% for the academic year
· or an M992 position will be used if the workload is 49% or less, or less than 9 months
M
992
Teaching workload 49% or less, or less than 9 months, with status code T


995
Overload for continuing education contracts with status code E

996
Non-teaching lump sums with status code L
997
Continuing education contracts with status code D
998
Overload for regular contracts with status code Q

Position Number Suffix:

A
Acting administrative appointment (e.g. A100A)

Only permanent positions can have acting appointments.

B-E
More than one person in an acting administrative position.  
L
Use if person is on disability leave or partial medical leave.

P
Benefits payout upon termination with a status code of V

S
Substitute for a permanent administrative person on a leave of absence.  The person on leave remains in the regular position number.  (e.g. A100S substituting for A100).

U,W,Y,Z
More than one substitute used for additional administrative substitutes

T
Non-permanent position (not intended to become permanent).   

V
(overlapping contracts with same position number)

1. One person in position, designed to accommodate overlapping pay spreads.

2. Two people in position; to accommodate a transition from one employee to another in the position

X
Position numbers over 1000

Academic Status Code: (A & P, Faculty, ASP)

A status code is a code located on the contract file indicating the condition of the employee’s appointment.  The status code is tied to expenditure sub codes that map into the accounting system.

A
Adjunct

B
Limited Term Admin Appointment

(not presently used)

C
Continuing Administration Appointment

(used with permanent positions having A or B prefix)

D
Off Campus Extension


(teaching continuing education courses)

E
Off-Campus Overload Extension


(teaching continuing education courses with greater than 12 CUs in one semester)

L
Lump Sum Payment


(use with M996 position number; used when no other status code applies)

M
Stipend Payment


(non-permanent additional duties; use regular position number)

Q
On Campus Cue Overload


(teaching greater than 24 CUs in one academic year; or

 teaching greater than 12 CUs in one semester, if only teaching one semester)

R
Regular Faculty Appointment


(used with permanent positions having F prefix)

S
Summer Appointment


(used with permanent or non-permanent position having F prefix)

T
Temporary


(used with non-permanent positions with A, B, F, or M prefix

V
Vacation/Sick Payout

X
Terminal Appointment


(used with permanent positions having A, B, or F prefix for university non-renewal appointment)

Summer School
Use status code S and group position number S000
F

Regular faculty position numbers

F
997X
Continuing Education overloads

F
999X
Departmental overloads

Civil Service

Position Number Prefix:

C
Regular status positions

T
Extra Help positions

Position Number:

C
001 – 999, 001X – 999X

(X signifies 1000 series because we ran out of position numbers)

University Civil Service Number (UCS) should be the same as the position number.  UCS field 5 digits.  Position number 3 digits.  UCS = 00100, position = C100; UCS = 01001, position = C001X

C
900T - 999T: Temporary position for craft area

T
000:  Lump sum or extra help civil service employee (900 hour rule applies)

T
001:  Used for more than one type of extra help position in a department.

T
002:  Used to accommodate miscellaneous adjustments (e.g. student payment missed at year end, salary increase for V000 Position, etc). Used also for previous FY retros.

T
003:  Used for civil service employees teaching a class  (5900-110 class code)

T
005:  Light duty service (5902-110 class code)             

V
000:  Used to pay an employee for overtime incurred in another department (e.g. other department charge)

Position Number Suffix:

S/Y
Substitute for a permanent position when an employee is on a leave of absence.  The person on leave moves into the suffix position, and the replacement filling the permanent position moves into the existing position number.  (used for a long term leave of absence)

U-W,Z
 Second substitute 

T
Temporary craft position (e.g. 900T)

P
Benefits payout with a status code of a B for position number below 1000

G
Benefits payout with a status code of a B for position numbers 1000 and over (e.g., C001X)

X
Position numbers 1000 and over

Civil Service Status Code:

A status code is a code located on the contract file indicating the condition of the employee’s appointment.  The status code is tied to expenditure sub codes that map into the accounting system.

For complete definitions, see State Universities Civil Service System Statute and Rules, Chapter VI, Section 250

A
Apprentice


(nonstatus employee in an apprenticeable occupation – contact Director of Human Resources)

B
Benefits payout

C
Certified Civil Service


(permanent and continuous positions)

E
Extra Help


(casual or emergent in nature; 900 hour rule applies)

K
Contracted Employee

(not presently used)

L
Lump sum payment


(used when no other status code applies)

M
Stipend Payment


(non-permanent additional duties; use regular position number)

P
Provisional


(in the absence of a register, an employer may make a provisional appointment – contact Director of Human Resources)

T
Temporary Civil Service

(emergent, temporary, or transitory – not more than three months – contact Director of Human Resources)

X
Trainee

(an appointment requiring a Training program and meets other qualifications – contact Director of Human Resources)

Y
Learner

(an appointment to an entry level classification and meets other qualifications – contact Director of Human Resources)
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